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Ol). Easier Transcribing... that 7 
ca Spells: 


*° Easier Note Taking 


Listen girls: here’s the first improvement in short- 
hand notebooks in 20 years. Find out right away 
how much easier it will make your job. 


It spells! No more bother with a dictionary. The 
500 words most often misspelled in a business office 
are shown on its cover. It’s a brand new, exclusive 
aid to easier transcribing! 

It hyphenates! Dots indicate where to hyphen- 
ate words when necessary. 


Spacing is wider! 2! lines to the inch. That 
means better legibility of the larger outlines pre- 
ferred today. You can take notes faster . . . make 
changes easier. Doesn’t this sound like your dish? 

Smoother paper surface gives your pencil or 
ballpoint pen a running start on the fastest dicta- 
tion. Is this what makes Executive Secretaries out 
of stenographers? 

Cool, green Eye-E»se paper, favorite every- 
where, helps prevent eyestrain and fatigue . . . and 
those 4:45 PM errors ¢ ake you miss the train. 


Go ahead give yourself a break pick up the 
phone and call your National Blank Book Sta- 
tioner, order a supply of ‘‘500’’ Notebooks with 
the 500 most often misspelled words! It couldn't 
happen to a nicer girl. National Blank Book 
Company, Holyoke, Mass. 
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“LT BOOSTED MY SHORTHAND 





PEED TO 120 WORDS A MINUTE 











Look What These Experts 
Say About This 
Wonderful New System! 


The key to shorthand speed is regular dictation prac- 

tice, and your records provide the student secretary 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed. 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 


In my estimation the dictation disc system of develop- 
ing speed is the best I have ever seen. 

Thomas Cole, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


are made to order for the 
They ease my chores and make the 
more enjoyable. By providing graded 
l-minute spurts, the results have been 

Paul Simone, Author of ‘‘A Stroke in Time'’ 
Instructor, Columbia University 


Your dictation records 
teaching profession 
students’ work 
dictation in 
phenomenal! 


We are using your records and find them invaluable in 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department. E. 0. Fenton, President 

American Institute of Business, Des Moines, lowa 


DICTATION DISC COMPANY 





— by listening to records!” 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed 
-Boost Your Salary 
$10 to $20 Per Week! 
Now Being Used 
and Recommended 
by 468 Leading 
Schools! 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 
In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Send No Money! Mail The Coupon Now! 

Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way this method MUST do every- 
thing we say it will or you may return records in 10 days for full refund. 
Mail the coupon now! 


| DICTATION DISC CO. 


Dept. TS-3 170 Broadway, New York 38, N. Y. 
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45 rpm Extended Play 
15 minutes dictation 
$1.75 each 
OO No. 1 60 & 70 wpm 
0 No. : 70 & 80 wpm 
} No, 3 80 & 90 wpm 


2 

if 3 
) No. 4 90 & 100 wpm 
1] No.5 100 & 110 wpm 
} No. 6 100 & 110 wpm 
No. 7 110 & 120 wpm 
}] No. 8 120 & 130 wpm 
}] Complete Set — $12.50 
(45 rpm continued) 


nooo 


O) No. 9 60 & T0 wpm 
OO No. 10 70 & 80 wpm 
O) No. 11 80 & 90 wpm 
C) No. 12 90 & 100 wpm 
O No. 13 100 & 110 wpm 
C1) No. 14 100 & 110 wpm 
O No. 15 110 & 120 wpm 
(1) No. 16 120 & 130 wpm 


1f 


Wi 


MAIL THIS COUPON NOW 


Complete Set — $12.50 
Both Sets Comp. $23.50 





Brief Forms & Phrases 
on 45 rpm — 15 minutes 
$1.75 each 


O No. 1 
0 No. 2 


10 & 60 wpm 
70 & 90 wpm 


Elementary Dictation 
on 45 rpm — 15 minutes 
$1.75 each 


0D No. 3 40 & 50 wom 

(1) No. 4 50 & 60 wpm 

C) Complete Set — $5.75 
(4 records) 


Court Reporter Dictatioh 
on 45 rpm — 15 minutes 


$1.75 each 
O No.1 130 & 140 wpm 
C1) No.2 140 & 150 wpm 
OO No.3 150 & 160 wpm 
0) No. 4 170 & 180 wpm 


[) Complete Set — $5.75 


170 Broadway, New York 38, N. Y. 


33-1/3 rpm — Long Play 
45 minutes dictation 


Dept. 


Court Reporter Dictation 
on Long Play — 45 minutes 


[) ®. C. A. Victor 
3-speed phonograph 
— $29.95 





ds indicated 
plus COD and handling charges 
return 


On arrival I will 
record(s) in 10 


please ship records 





$5.00 each $5.00 each 
O) No. 1 60 to 90 wom 1 No.1 140 to 170 wpm 
0 No. 2 70 to 100 wpm © No. 2 180 to 200 wpm 
(1) No 90 to 120 wpm (1) Complete Set — $8.75 
{) No. 4 100 to 130 wom 
(C) Complete Set — $18.00 
Please send me the recor 
pay price indicated 
78 rpm — Standard , a 2 Sa 
H : ivs for full refund 
10 7 — [ {1 enclose full payment now, 
eac j postpalk 
0 No. 1 60 & 70 wpm 
Ol No.2 70 & 80 wpm 
0) No. 3 80 & 90 wpm 
O No.4 90 & 100 wpm 
O No.5 100 & 110 wpm 
1} No. 6 100 & 110 wpm eer 
] No.7 110 & 120 wpm 
0) No. 8 120 & 130 wpm 


©) Complete Set — $18.06 
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N OUR COVER-—The traditional 

Easter bonnet takes on new elegance. 
From the ’57 collection of Mr. John, world- 
famous couturier-milliner, comes a pale 
basket-weave straw with a halo of muted 
silk roses and spiky rose leaves. Priced at 
$17. Available at Bloomingdale’s, New 
York; Wolf Brothers, Kansas City, Mo.; 
John Wanamaker, Philadelphia; Stein and 
Mann, Canton, O.; and Drakes, Inc., De- 
troit. 


Questions They Always Ask 


“WHAT IS A SECRETARY?” “What does a 
secretary do?” “What are the advantages 
of secretarial work?” “What are the sec- 
retary’s opportunities?” 

In answer to these questions about the 
secretarial field, the National Secretaries 
Association is offering a brochure entitled 
“Calling Professional Secretaries.” It is the 
first in a series of brochures that the NSA 
is publishing in response to a growing 
number of requests from students, office 
workers, secretaries, vocational counselors, 
and personnel directors throughout the 
country, for informative material about the 
secretarial profession. Copies may be ob- 
tained for 5 cents each from the National 
Secretaries Association, 222 West 11 
Street, Kansas City, Missouri. 


Why Employees Are Fired 


ABSENTEEISM Was the most common single 
factor for discharging employees, accord- 
ing to a recent survey conducted by the 
American Management Association’s Man- 
agement Information Service. The 129 
personnel officers who participated in the 
survey cited poor job performance as the 
second most common reason for discharge. 
(Low output and poor quality work were 
classified together as poor work perform- 
ance. ) 

More than half the discharges for ab- 
senteeism occurred simply because the in- 
dividual “lost too much time.” This would 
indicate continual or habitual absence. In 
some instances, a single absence was suf- 
ficient cause for firing an employee, be- 
cause it involved a flagrant violation of 
company rules—overstaying a v.cation or 
being absent without notice. 










Yes, the IBM Electric can handle a crisis—it turns out... 


sales -clinching The IBM Electric gives you the distinctive typing you 


and your boss can be proud of — always uniform no 





‘ matter what touch you use. 
typing ...ata In every way the IBM saves you energy and time: 


it requires 95.4% less “finger-effort” than a manual... 


plane a catching it offers the exclusive IBM “Speed-Level” keyboard .. . 


and, most important, the IBM is the world’s simplest 








electric in design and operation—the most dependable 
in performance! Suggest a call to IBM today! 





ELECTRIC 
T IBM TYPEWRITERS 
—OUTSELL ALL OTHER ELECTRICS COMBINED / 
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When you take the guesswork 
out of your desk work, you'll be 
saving your time and the boss’s, 
too. Ready answers will make 
you more important to him... 
help you get that raise easier, 
quicker. 

Avoid memory lapse when 
you're asked a detail question 
... organize your memory with 
an Ever Ready desk calendar 
... it’s another office worker 
that is not after your job... 
always ready with the right 
answers to make your own job 
worth more to you and your 
boss. 

Consult your local Stationery 
Dealer about your Ever Ready 
calendar needs. 


... now cellophane packaged 
for easy selection 











Ask the kxperts... 





i). Is it correct to plac e a dash at the be- 
ginning of a new line? I've often seen it 
done in printed matter. 


A. In typewriting. a dash should never 
he placed at the start of a new line. 

In printed material, it is best to avoid a 
dash at the start of a line. Printers, how- 
ever. do not consider this style a grave 
error when it occurs in narrow-column 
material, where space is a problem. Oc- 
casionally, also, in wider-measure mate- 
rial, it is impossible to include a dash at 
the end of the line because of the oe- 
currence of long words or long numbers. 
In such cases, the dash is sometimes 
carried to the new line. 


Q. We have had a discussion over the 
spelling of the word guaranty. May it also 
be spelled guarantee? If so, what would be 
the difference between the two forms? 


{. Both guarantee and guaranty have 
been used as noun and as verb, but in 
modern usage guarantee is preferable in 
the verb sense. For example, “We guaran- 
tee these watches.” Guaranty is preferable 
in the noun sense—“This guaranty is 
good for six months.” . 


Q. How wide should the side and top mar- 


ins of a legal paper be? 


A. The most nearly “standard” side 
margins for legal papers are 1 inch or 114 
inches at the left and 4 inch at the right. 
Practice varies a great deal, however. in 
different states: and the style of one law 
oflice will differ from that of another. 
Top margins are no more standardized 
than side margins. 


Q. Where can I find information about 
the “Blickensderfer” typewriter? 


A. The “Blick” was a fairly popular 
machine from about 1890 to 1910. Most 
museums that have any old typewriters 


TODAY’S SECRETARY @ March, 1957 


have a Blick or two—the machine was 
sold so commonly that there are still lots 
of them around. Any book on the history 
of the typewriter is sure to refer to the 
Blick many times. As you may know, it 
was one of the machines that printed with 
a revolving wheel (like a Vari-Type ma- 
chine still does) instead of type bars. 
The Blick had one special distinetion—a 
1908 model is believed to be the first 
electrified typew riter. 





te 
« 
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Q. Even though a man is a professor emeri- 


tus, should he still be addressed as Profes- 


sor? 


A, We have been unable to find a spe- 
cific rule on this. Our preference, however, 
would be either Professor or Doctor. since 
the person is doubtless a Doctor. The two- 
word form Emeritus 
would not be used in the address. 


Professor surely 


Q. { member of our firm recently brought 
up the question of whether our practice of 
stapling a letter of two or more pages is 
proper. He also did not think it proper to 
use a paper clip. What would you suggest? 


{. A number of things that we do in 
offices are done because of personal pret- 
erence. It is perfectly proper to staple 
a letter of two or more pages. You would 
not use paper clips because of their bulk 

‘the postal authorities prefer that they 
not be used. 


0). Recently. I sent a certified check for 
some theater tickets. As none were available, 
the check was returned to me. I destroyed 
the check. thinking that since it wouldn't be 
cashed the bank would automatically return 
the amount to my account. Now. however. | 
find that in order to receive credit for this 
amount I must present the check. What can 
I do, as I have destroyed it? 


A. If the check is for a large amount, 
the bank may require the depositor to 
furnish a surety bond. 

If the check is for a relatively small 
amount, the signature of the depositor or 
a personal indemnity bond may be neces- 





Business English ....£. Lillian Hutchinson 
Secretarial Practice .. Madeline S. Strony 
Business Law ........R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 


Typewriting ........ Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
Shorthand ..........Charles E. Zoubek 
DU iirndsswsew awn N. Mae Sawyer 





sary. (This type of bond carries no pre- 
mium charge and is prepared by the 
bank.) It certifies that the depositor will 
reimburse the bank if the check turns up. 
All banks usually require that the de- 
positor sign an affidavit prepared by the 
bank before credit for the check is given. 


QO. What is the correct word to use in the 
x 
follou ing sentence: Your recent letter has 


been referred to me for reply (replying). 


{. There is little choice between reply 
and replying in the sentence you quote. 
Reply is a common noun and replying is 
a verbal noun (or gerund). Both nouns 
can be used as the object ofa preposition 

-for in your sentence. 

The verbal noun, replying, emphasizes 
the action a little more than the ordi- 
nary noun, reply. If the dictator wished 
to stress the action, replying would be 
somewhat stronger. 


“a FA 
_@ ®@ 
Coffee Break 

it ~ 

(e) 

YO. Seat 


Q. Is it necessary for the inside address of 

a letter to contain at least three lines? If so, 

is the following address typed correctly? 
Smith Coal and Iron Company 
Birmingham 9, 


{labama 


A. While the address on an envelope 
should contain three or more lines, this is 
not necessarily true of a letter. The in- 
side address of a letter that contains at 
least three lines, however, will give the 
letter a more balanced appearance than 
one having only two lines. Therefore, 
the example you give is correct. 


Q. Please tell me which is correct—an 
F. H. A. note or a F. H. A. note? 


A, The choice of a or an depends on the 
beginning sound of the word immediately 
following the article. A is used before 
words beginning with a consonant sound; 
hence “a C. P. A.” 

An, on the other hand, is used before 
words beginning with a vowel sound. If 
you will pronounce the letter “f.” you 
will see that it is pronounced “ef”—which 
begins with a vowel sound: hence “an 


F. H. A. note.” 


Q. I notice that the setup of unequal col- 
umn headings varies greatly among the sec- 
retaries and stenographers in my office. Is 
there a standard form that you would rec- 
ommend we use? 


A. We would recommend this setup: 


To Be 
Name Sent 
Date and on 


of Order Address (Quantity Or By 


Q. Is it good form to mention the writer's 
name in the body of the letter? 


A. Use of the writer's name or the ex- 
pression “the writer” is less frequent 
today than the natural first person, / or 
me. The tendency is to make letters as 
direct and natural in tone as possible, and 
“the writer” imparts a feeling of artifi- 
ciality to the letter. 


Q. I learned the Anniversary Gregg short- 
hand and sometimes find the Simplified 
hard to read. It seems to me that Anniversary 
Gregg plates are easier to read. n hy doesn't 
Topay’s SECRETARY run some Anniversary 
shorthand plates? 


A. Ninety per cent of all students learn- 
ing shorthand today are learning Simpli- 
fied. All those who learned Anniversary 
can read Simplified, but those who 
learned Simplified cannot read Anni- 
versary. More people should therefore be 
able to read the Simplified plates in 
Topay’s SECRETARY. 





Q. Regardless of how much I practice, my 
typing is jumpy. I can’t develop rhythm. 
In typing a sentence, especially a sentence 
composed of short words. I type words. The 
secret seems to be in when to hit the space 


bar. Will you please help me? 


A. Do not concentrate on or think about 
rhythm itself: instead, concentrate on 
and think about “keep-going-ness,” con- 
tinuity, and steady stroking. As long as 
you keep the carriage going, it does not 
matter whether you type in rushing swirls 
of speedy words. A middle ground is 
generally recommended—steady rhythm 

(Continued on page 6) 
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Here's Your GUIDE 


‘REAL 
WESTERN 


Names, 
locations, 
rates for over 
100 ranches! 


Mail coupon 
today! 


e Enjoy an authentic Dude 
Ranch vacation... exciting, 
relaxing fun amid scenic splendor you'll 
always remember! 

e You’re an honored guest on a western 
ranch—and “one of the gang,” too. You 
can ride to roundup, explore mountain 
trails, fish for fighting trout, or just relax. 
And the authentic Western environment 
includes campfire harmonies, ranch-style 
food, and the easy-going comradeship of 
wonderful people. Come with your family 
... bring a pal... or find one here! 

e Mail the coupon now for Burlington’s 
free illustrated Dude Ranch booklet— 
where to go, what to take, what to wear, 
what you'll do, what it will cost. And re- 
member—for a real Western vacation... 
Go Burlington to the land et Way of 
of boots ’n’ saddles! ifm"%, yrs 

re Visla Domes 
For interesting, 
helpful booklet... 
mail coupon now 
r-#-------- Route 
BURLINGTON : 
TRAVEL BUREAU , 
Dept. 123, 547 West Jackson Bivd., Chicago 6, Ill. 
Please send me your illustrated 


booklet on Dude Ranches in Colorado, 
Wyoming and Montana. 


Burlington 


J 





Name 


Address 
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Fe ei en 


' Here's why | : 
: asK for} 
‘SGA Fobla BOLD 
| for Lightweight } 
‘ SECOND SHEETS 4 





s 


1 @ More legible copies 
each typing 
(I've made as many as 13 
copies at one typing) 


2. Easy to handle 


... files compactly 


For all its light weight, 
SEA FOAM has the strength and 


body to stand up in the file, 
3. 


Less Waste 
SEA FOAM is boxed. 
No frayed sheets to 
be thrown away. 


@ You'll like Sea Foam, too. Next time you 
need a lightweight for second sheets, say SEA 
FOAM to your supplier. It's watermarked, so 
you'll know you're getting the best. 


Write on your letterhead for sample: 
Dept. T-3 
BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 












for easy copy that is familiar; more cau- 
tious pacing for rough copy. 

If you are sure that your trouble is in 
typing too irregularly, then compose and 
type many drills in which all the words 
in each line are the same length. 

If you believe that space-bar stroking 
is the problem, practice one of the drills 
given for just this purpose in typing 
manuals. 


. I work for a large company and re- 
cently had occasion to write a joint letter 
to the wives of the men in one of our depart- 
Follou ing the 


ments. names and 


eight 
addresses. | wrote Mesdames as the saluta- 


tion. Was 1 correct? 


A. You were absolutely correct in your 
use of “Mesdames” in writing to these 
wives. You might also have used “ladies.” 
These are the two most accepted forms 
for the kind of letter you mention. 


QO. Should a singular or a plural verb fol- 
x 


low a company name? 


A, Company names are collective nouns. 
which means that, when the writer is re- 
ferring to the company as a unit, a sin- 
gular verb is required. When he refers to 
the individuals of the group, however, a 
plural verb is required. Many business- 
men prefer the plural construction, which 
emphasizes the personnel of the company 
and therefore imparts a more personal 
touch. 





Q. Where can I find information on re- 
« ] 
pairing my typewriter 7 


A. There is no place, to our knowledge, 
where a person can obtain general me- 
chanical information that is adequate to 
help him fix his own machine. Some time 
ago, such information was available, but 
so many office workers ruined their ma- 
chines that it was thought best to leave 
typewriter repairs to the professional re- 
pairmen. 


Q. When words like organization and divi- 
sion are used as adjectives, should al be 
suffixed to those words? For 
organization (al) report. 


example 


A, In the English language, any noun 
may be used as an adjective to modify 
another noun. Therefore, it is correct, and 

(Continued on page 54) 
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finding and filing 


takes just 
<a 


Seconds \) 





with BARKLEY TAB GUIDES 


Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both angled 
and magnified—takes only a glance to 
find the file you want, And Barkley Tabs 
are durable—stand up under constant 
use for years. The next time you make 
up your supply list .. . be sure to add 
Barkley Tab File Guides . . . at the top. 


At all leading stationers. 


C.L.BARKLEY & CO. 


1220 W. VAN BUREN ST. + CHICAGO 7, ILL. 











eau 


types her best 
using the 


Lbeody ilPY HOLDER 


@ all-Metal—one piece 
@ "sight level” convenience 
@ holds postcard to phone book without tipping 


Today’s secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
... no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
9)4" high, 5” base. So low in cost every typist 
in your office should have one. 


ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 





Makers of liberty Record Storage Products 


2607 North 25th Ave. @ Franklin Park, Ill. 





olivetti 
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The Olivetti Lexikon is a true original, in 
the pleasing simplicity of its lines, in the 
“gentled” key action that cushions your 
fingers, in the satisfying look of letters you 
type on it. The Olivetti Lexikon Electric 
is equally special, in the way it looks 
(handsome) and the way it works (heav- 
enly). Wouldn’t you like to try a Lexikon? 
See your local Olivetti dealer. Olivetti 
Corporation of America, 580 Fifth Ave- 
nue, New York 36, New York. 

















<— HAVE THIS? 
WANT THIS? 





Enter this exciting Secretary's Contest! Just tell us... 


“WHY | WANT MY BOSS TO HAVE AN EXECUTIVE FURNITURE GUILD OFFICE” 


YOU MAY WIN: 


An Executive Furniture Guild office 
for your BOSS 


An Executive Furniture Guild office 
for Yourself 


A trip to New York City in 
September 1957 


A trip for yourself and your hus- 
band (or a friend) to Honolulu in 
January 1958 


A complete Executive Office and 
Going-Away Ensemble for your- 
self selected by a leading fashion 


Aren't the offices in the photographs beautiful ? 
This is an Executive Furniture Guild suite es- 
pecially designed for a Senior Executive and 
his secretary. Every inch is sleek and stream- 
lined. So colorful you get a lift from just 
walking in. But looks are only part of the 
Executive Furniture Guild story. Every Execu- 
tive Furniture Guild office is scientifically 
developed to cut down pressure, help con- 
centration, speed and smooth the toughest 
job. Result? You and your boss both leave at 
five...relaxed and ready to enjoy your 
precious leisure! If you win the prize offices, 
they will be designed to your and your 
boss’ tastes, with new Fashions for Business 
1958 furniture! 


Who: Any secretary in the United States, 
Canada, Puerto Rico and Honolulu is eligible 
for this contest, with the exception of those 
connected with Executive Furniture Guild, its 
members and its advertising agency. 


How: Drop by your nearest Executive Furniture 
Guild dealer member's showroom for a bro- 
chure and entry blank. If there is no Executive 
Furniture Guild member in your vicinity, write 
to the Executive Furniture Guild Workshop, 
Exhibitors Building, Grand Rapids, Michigan, 
for your brochure and entry blank. 


When: All entry blanks must be mailed to The 
Executive Furniture Guild of America, Exhib- 
itors Building, Grand Rapids, Michigan, by 
midnight April 15, 1957. The winner will be 
announced at the Executive Furniture Guild 
Exhibit Booth at the July 1957 Convention of 
The National Secretaries Association in 
St. Louis, Missouri. 


>| GET YOUR ENTRY BLANK TODAY! 


; Workshop: Exhibitors Building 
EXECUTIVE Grand Rapids, Michigan 





FURNITURE 
Guild information Center: 141] East 44th Street 
[wim New York 17, N.Y. 











EXECUTIVE FURNITURE GUILD MEMBERSHIP — JANUARY 1957 — ELECTED DEALER MEMBERSHIP 











authority 
Akron, O Cleveland, O. 
J. W. Thrapp C Ohio Desk Co. 
Atlanta, Ga. Columbus, O. 


Horne Desk & FixtureCo 

Baltimore, Md. 

Maryland Office 
Supply Co. 

Birmingham, Ala. 

Bodine-Bryson & Rolling 

Buffalo, N. Y. 

Eagle Office Equip. Co. 

Chicago, Ill. 

Office Equipment Co. 
of Chicago 

Cincinnati, O. 

C. Loth, Inc. 


8 


The Harry L. Morgan Co. 
Dallas, Tex. 

Clarke & Courts 
Denver, Colo. 


W. 1H. Kistler Stationery Co. 
Detroit, Mich. 

J. L. Hudson 

Erie, Pa 


Duggon-Rider Office Supply 


Grand Rapids, Mich. 
Bixby Office Supply Co. 
Hartford, Conn 

Burt ond Dell 


Houston, Tex. 
Clarke & Courts 
Indianapolis, Ind. 
Business Furniture Co. 
Lansing, Mich. 

The Vern Smith Co. 
Lima, O 

W. J. Noonan Co. 
Los Angeles, Calif. 
Pacific Desk Co. 
Louisville, Ky. 
Office Equipment Co. 
Memphis, Tenn. 


Cooper Office Equip.inc. 


Miami, Fla. 
Dick Momand Office 
Furniture 


Milwaukee, Wis. 
Forrer Equipment Co. 
Minneapolis, Minn. 
Jacobsons 
Nashville, Tenn. 


Hessey Printing & Stationery Co. 


New Orleans, La. 

H. C. Parker, Inc. 

New York, N. Y. 
Macey-Fowler, Inc. 
Oklahoma City, Okla. 
House of Wren 
Philadelphia, Pa. 

A. Pomerantz & Co. 
Pittsburgh, Pa. 


General Office Equipment 


Corp. 


Providence, R. |. 
Bené & Co. 
Richmond, Va. 
Morton Marks & Sons 
Rochester, N. Y. 
Rochester Stationery Co. 
Sacramento, Calif. 
M. G. West Co. 
Saint Louis, Mo. 
S. G. Adams Co. 
Saint Paul, Minn. 
St. Paul Book & 
Stationery Co. 
Salt Lake City, Utah 
Pembroke Co. 
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San Diego, Calif. 


Nelson-Thomas & Co. 
San Francisco, Calif. 


M. G. West Co. 
Seattle, Wash. 
Bank & Office 
Equipment Co. 
Spokane, Wash. 


Wichita, Kan. 
Bauman Office Equip. Co 


CANADA 
Calgary, Alberta 
F. W. Clark & Co. 
Montreal, Quebec 


ArisOffice FurnitureCo. John C. Preston, Ltd. 


Tacoma, Wash. 
Puget Sound Office 
Equipment, Inc. 

Tulsa, Okla. 
Scott-Rice Co. 
Washington, D. C. 
Office Furniture, Inc. 


Ottawa, Ontario 
John C. Preston, Ltd. 
Vancouver, B. C. 
Co-ordinated Business 

Interiors 
Hawaii—Honolulu 
W. T. Davis, Ltd. 











All controls are in the 
palm of your hand... 
with UNIMATIC 


REMOTE CONTROL 
MICROPHONE 


The new 


Snntmeter 


Commander 


‘Makes Dictation Easy as Talking 
ri to an Old Friend” 











Dictate 

Listen 

Unlimited Review 
Erase unwanted words 


Mark end of letter... 
electronically 


Use same machine for 
dictation, transcription 


Lifetime belt—never wears out 


Try it FREE in your office 


‘Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand. 


The same machine serves as a transcriber...it’s as easy to 
transcribe as to listen, because, with perfect dictation, 


{ omptometer ae — ye oe of 1 — B11 oo) | Clon of — 


there’s no need for time-wasting, error-breeding pre-editing. 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders. 


Learn how easy dictation can be—how anyone can turn out a 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


TO BETTER BUSINESS 








COMPTOMETER—World's fastest way 
to figure. Try it FREE on your work in 
your office. Use coupon. 
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Comptometer COMPTOGRAPH 202” 
—No lost hand motion. More fine fea- 
tures than any other 10-key machine. City 
Try it FREE—use coupon. 


Feit & Tarrant Mfg. Co. | 
1708 Marshfield Ave., Chicago 22, Ill. | 
In Canada: Canadian Comptometer, Ltd. r 
501 Yonge St., Toronto 5, Canada 
(_] Arrange a FREE office trial for me on: 1 
[] Send me literature on: 1 
(_] Comptometer COMMANDER i 
[] CompTomETER Adding-calculating Machine i 
[_] Comptometer CompTOGRAPH 202" | 
l 
i 
i 


Name 





Firm 
Address_.___ 








State_ —_ 


Zone 








1957 9 











’o your busines® letters 


speak broxen Engiish: 


A girl is judged by her letters 


(And so is her boss) 


After all, a business letter is a proxy you send to speak for 
your boss and your company. 

If it looks neat and efficient, then they do. 

But if it looks sloppy—with a sprinkling of faded, broken 
characters—it can make a very poor impression. 

That’s one good reason why you need io keep your typ- 
ing up to date with a new Royal! 

Why Royal? Because Royal makes a sparkling print-like 
impression on paper. And keeps on doing it after most other 
typewriters have given up. 

And that’s not all! A Royal makes your typing job so 
much easier. It’s just loaded with work-saving features. No 
wonder secretaries prefer them 2 to 1 over the next 3 makes. 

What’s more, you can always count on your Royal. It 
requires little servicing. ..takes less time out for repairs. 

From now on, why not be sure your letters make a great 
impression. Drop a hint to your boss—what you need is a 
brand-new Royal. Tell him your local Roval Representative 


has the facts and figures to prove it. 
@ standard 
UYAL electric + portable 


Roytype® business supplies 





World’s largest manufacturer of typewriters, Royal Typewriter Co., Division of Royal McBee Corp. 
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THE BOSS SPEAKS 


OUT 





The “Don’t Care” Attitude 


BY 


TOM 


DODD 


Vew York Regional Director, Manpower, Inc. 


T MANPOWER, INC., the na- 
tion’s largest temporary-office- 
help service, we have the arduous 
task of interviewing and _ testing 
more than two hundred and fifty 
thousand women each year. Inter- 
views are conducted in our 100 
offices located in 85 cities from 
coast to coast. Naturally, this gives 
us a pretty fair idea of the job 
market and the people who enter it. 
It has become almost second 
nature for us to size up applicants 
quickly, mentally listing the good 
and bad qualities they possess. Ad- 
mittedly, there are a number of 
prospective workers who are well 
qualified for almost any secretarial 
job; but others are hampered by 
one or more of the rather common 
faults—lack of good basic skills, 
poor appearance, disinterested at- 
titude—that make office life hard 
on themselves and their bosses. 
Recently, however, a new fault 
—or perhaps I should say a new “at- 
titude”—has been developing at an 
alarming pace. This is a “don't 
care” approach on the part of many 
job seekers. “So what if I don’t get 
this job,” their manner implies, 
“there are plenty of other jobs 
available.” A girl of this type never 
bothers to put her “best foot for- 
ward’; she merely sits back and 
waits for someone foolish enough 
or desperate enough to hire her. 
Now it’s common knowledge that 
our economy is booming and that, 
as a result, business and industry 
are faced with a tremendous short- 
age of office help. But to let this 
become a determining factor in the 
mind of any applicant is a serious 
mistake. It is also a mistake on the 
part of an employer to encourage 
such thinking by hiring these peo- 
ple. If this don’t-care attitude is 
carried on to the job (and it usually 
is), it benefits neither the employee 
nor the boss. 


I think the best advice to give 
a secretary looking for a job in to- 
day’s buyer's market would be as 
follows: Shop well. Go on a num- 
ber of interviews in a variety of 
fields before you make up your 
mind what job you'll take. Be sure 
that the type of business you select 
is one that will really interest you. 

Look to the future. Take a job 
that offers a challenge, one that 
holds a chance for advancement. 
This may require some investiga- 
tion, since many jobs offer advan- 
tages that are not readily apparent. 


Don’T BE DISCOURAGED if your first 
invasion of the business world pro- 
duces only a position that you feel 
is of a menial nature. No one starts 
at the top of the ladder—be it in 
the secretarial field, in sales, or in 
management. Hard work and an 
honest interest in your job are still 
the best aids to success that I know. 

Your job may not be inspiring, 
but always keep in mind _ that 
learning is just about the most im- 
portant aspect of a position. Any 
job, big or small, can teach you a 
great deal, and the realization of 
this fact is a big step toward the 
career goal you have set for your- 
self. Remember, too, that to get 
something out of a job you must 
put something into it. Don't be- 
come complacent. Don’t decide, “I 
can always get another job.” Per- 
haps you can—but chances are that 
it won't be a better job and that 
you won't make any more of a suc- 
cess in it than in your present 
job. Your attitude should be to do 
your very best in whatever you 
undertake. Then you'll get the very 
best in return. 


THE BUYER'S MARKET is here today; 
it may not be here tomorrow. A 
word to the wise secretary 

start preparing now. 
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ow Heyer otterg 
Push-button Dupliating 


-o-at little more than the 
price of some 
hand-operated 
machines 






MODEL 76 


aya Wark 
CONQUEROR 


SPIRIT DUPLICATOR 


s29g995° 
Plus Tax 


Every office duplicating job can be done 
much more easily on the new Model 76 
Mark II Conqueror automatic electric du- 
plicator. It delivers 110 clear, crisp copies 
per minute in 1 to 5 colors .. . at a frac 
tion of a cent per copy. Its constant speed 
produces better and more uniform copies; 
it frees the operator so that the copies 
can be observed; and most important .. . 
there’s no effort on the operator's part, 
for this new Conqueror runs without watch- 
ing, and even turns off automatically. The 
Model 76 Mark II offers all this, plus new 
engineering improvements . . 
that can’t be matched! 


NEW ENGINEERING FEATURES: 


Lurch-free Feed Drive Mechanism 
Positive High Precision Clutches 
Nylon Gears that need no oiling 
Handy 11” and 14” Cylinder Stop 
Smooth-operating Motor Drive 
Fully automatic Start-and-Stop 


. at a price 


—— rman nr a snr nn crane ee ee os 


The HEYER Corporation 3-57 
1864 S. Kostner Ave., Chicago 23, Ill. 


r 
| 

| 

| (©) Send additional Mark II information. 
| (©) Please arrange demonstration. 
sane, 

| COMPANY 

| ADDRESS 

| CITY dense 


bee ee 
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PAPER 


TOUCH...AND 


No more smudged fingers with REMINGTON 
RAND® carbon paper ... . That’s because of 
a ‘‘quiet revolution’’ in its manufacture. 
What's more, it lasts and lasts, and gives 
you up to fifteen copies at one typing! 
The Remington Rand Laboratory of Ad- 
vanced Research developed an entirely new 
method of processing waxes, dyes and 
toners to give you these revolutionary car- 





'oe}a im 8y-) ®\-16-eam Olle Ma t-l-Jallelal-ie mere] aelelamilalriaicr 
were ‘‘soft,’’ but soft carbon paper caused 
dirty hands and smudged copies. Up-to- 
date finishes by Remington Rand were cre- 
ated with you in mind—that means crisper, 
clearer, cleaner copies. 


@elt70) 7 Vile). 


Free samples are yours for the asking. Write to Remington Rand, Room 1320, 315 Fourth Avenue, New York 10 
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BY HELEN WHITCOMB 


TTHEN COLORFUL circus 

posters bedeck the streets 

and Ringling Brothers and Bar- 

num & Bailey railroad cars are 

shunted off onto a local siding, 

an electric charge of excitement 

invades the air and thrills all the 

* 2 > ee m, townsfolk who are young in 
; , heart. But as small fry ask when 
the elephants will parade down 

Main Street, Erma Meyer in her 


Pullman stateroom wonders 


Hot-dog break—Erma (left) takes time for a snack with another circus 
secretary, Edna Antes. Instead of the usual drugstore fare, 
they munch on frankfurters, frozen custard, and cotton candy 
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whether the circus lot will be muddy; how the unload- 
ing is going; and whether her boss, Mr. Morgan, saw 
her note about the bareback rider. Erma knows there's 
more to a circus than spangles and pulsating music and 
laughs and breath-taking thrills. She knows that the 
circus is a group of people—wonderful, real people— 
whose food and shelter and health as well as job 
performance are of concern to the staff; Erma knows 
these things firsthand, for she is secretary to Mr. 
Lloyd Morgan, manager of Ringling Brothers and 
Barnum & Bailey Circus. 

Erma knows even more about the circus than what 
she observes from Mr. Morgan’s office inside the red, 
white, and blue striped Wagon No. 2. Trim, brunette 
Erma Meyer comes from a circus family. She herself 
was a member of the daring and beautiful aerial ballet, 
a graceful trapeze ballet performed some 40 to 50 
feet up in the air. The ballet girls, wearing dazzlingly 
beautiful costumes, also take part in the spectacular 
pageants, or “specs” as they are referred to around 
the circus lot. If you saw Cecil B. DeMille’s movie 
extravaganza about circus life, “The Greatest Show on 
Earth,” you no doubt saw Erma in the lovely ballet 
scenes. 

“Our trapeze work wasn't nearly so hard as it 
looked,” Erma said modestly. “We only did simple 
routines that anybody could do nothing really 
dangerous.” But later, as we watched these pretty girls 
pinwheeling at the peak of the big top, we knew that 
wed rather face a notebook full of dictation any time. 


For SEVEN YEARS, Erma twirled and swung on her fly- 
ing trapeze. Then, one day, an emergency arose in the 


Autograph, please? Not i ee) es 1 
4 ; a tq ‘= ‘ ' ? ft. 
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exactly. Although Joe 
Hodgini was a trapeze artist 
until recently, he’s now a 
fellow secretary. “Joe still 
works out on the trapeze,” 
Erma said, “but, like me, he 
prefers a more predictable 
future outside the big top.” 


legal department when a secretary left the circus 
in midseason. Someone remembered that Erma had 
spoken of her secretarial training, and it was decided 
that she be given a trial. “And what a trial it was!” 
Erma exclaimed. “My shorthand and typing were a 
little rusty because I hadn’t used them regularly for 
some time. I guess I took about 50 letters that day. 
But my shorthand was so firmly ingrained in my 
mind that somehow I got all the dictation, and my 
fingers went to the right keys when it came to typing 


hme 


the letters.” That was three years ago, and Erma has 
been turning out neatly typed letters ever since. 

“But don't you miss the thrill of being a performer 
and wearing those gorgeous costumes?” 

“Sometimes,” Erma admitted, but added _ hastily, 
“Even that gets to be just a job after a while. And 
running up those ladders and doing the trapeze ballet 
can be hard work. You have to be in top condition. 
[ knew that my days as a performer would have to 
end around the time I was thirty, so I was glad to 
have an opportunity to get a behind-the-scenes job 
I'd be able to keep as long as I wanted. Besides, I 
can earn much more as a circus secretary than I ever 
could as a performer.” 

Salaries of circus secretaries really shine when 
compared with those of secretaries in industry. Erma 
has free room and board plus a handsome salary that 
enables her to take three-and-a-half months’ vacation 
when the circus winters in Florida. 


To FIND “Miss Erma,” as she is familiarly known on 
the circus lot, you go to the “front office.” The front 
office is at the main entrance to the midway and 
consists of four red, white, and blue striped wagons, 
each with a ticket booth on one end. The first is the 
office of the executive director, Michael Burke. Another 
contains the accounting department, and another the 
legal department. At the side of Wagon No. 2 a high 
step and Dutch door lead to a small office, approxi- 
mately 6 by 8 feet. Into this small space are crowded 
three desks—Erma’s, Mr. Morgan’s, and, temporarily, 
the press agent’s—plus a huge file. Before Erma leaves 
each night, she carefully locks her desk drawers and 


a INGLING 





inserts a long pole down the front of the file to keep 
the drawers from spilling open when the wagon is 
tilted at a 45° angle as it is loaded on the train. “You 
have to make sure everything is held down securely 
around here,” Erma commented. 

As we sat beside Erma’s desk watching the surging 
throng of excited circus fans happily nibbling pink 
cotton candy and peanuts as they passed her window 
on their way to the big top, we wondered how Erma 
ever managed to concentrate. The spiel of side-show 
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Erma interrupts an im- 


outside the wagon. “Ours 
is such a tiny office that 
Mr. Morgan often finds it 
more convenient to go 


someone.” FROM LEFT TO 
RIGHT: Erma, Manager 


Director Zac Freedman 


PHOTOS BY NICK DE MORGOLI 


Erma offers Chuck Burnes a posy 
to decorate his clown 
hat and wig. 


promptu fresh-air conference 


outside when he’s talking to 


Inside their circus-wagon office, Manager Lloyd 
Morgan dictates to Erma. Her shorthand 
vocabulary must include such words as “menagerie, 
trapeze, harness maker, rhinoceros, ushers, 
stake-driving machines, wire walker,” and many 
others not usually found in the average secretary's 
list of most-used terms 


Lloyd Morgan, and Publicity 


barkers rang in our ears, and concessionaires hawked 
popcorn and hot dogs and souvenirs. “Sometimes it is 
pretty noisy,” Erma agreed, “but you get used to that. 
And I'm so busy I hardly even notice. 

“My work here is much like any other secretary's,” 
Erma went on, “plenty of dictation and typing and 
filing. But there’s one big difference; we have no 
telephones. In some ways this is an advantage—fewer 
interruptions—but it does mean so much more must be 
done by correspondence. We rely on telegrams for 
rush messages. There are couriers on the lot who run 
back and forth to Western Union for us.” 


AcTUALLY Erma’s pay is a far cry from that of an 
ordinary secretary. Work begins at noon and ends at 
8:30 p.m. In the mornings Erma has time for a little 
sightseeing or shopping. Circus-owned station wagons 
are available if she and her friends want to take a 
short jaunt. Her work week depends on the circus 
schedule, but most often it is a seven-day affair. When- 
ever Erma’s office is set up and available for work, 
she is on the job. Of course, there are occasions when 
the circus is en route or when there is no Sunday 
performance 

It would be difficult for a noncircus secretary to 
make a luncheon date with Erma, for about the time 
that an ordinary secretary is thinking of lunch, Erma 
has just downed a hasty bit of breakfast in her railroad 
stateroom and is heading for the office. Like show peo- 
ple in general, most circus folk rise late in the morning 
and have dinner sometime during the late afternoon 
with another light snack in the evening. Erma can 
eat all her meals in the circus cookhouse—‘and won 
derful meals they are!” she said enthusiastically. “I 
always have my big meal there, but frequently I eat 
breakfast and supper on the train. There's a stove and 
refrigerator in our car so that everything is very con- 
venient.” 

Erma showed us around the cookhouse, a gigantic 


tent topped with a yellow flag (Continued on page 50) 
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‘NTAND ASIDE, MARILYN! Step back, Zsa Zsa! 
S Stop jostling there, fellows. Here she comes now! 
Who? Why, the girl of the year, of course . . . darling 
of American industry and star performer of every 
business and professional office across the country . . . 
Miss Popularity herself—today’s secretary. And there’s 
every reason to believe that her typing talents and 
stenographic skills are as dear to the busy executive 
(and almost as inaccessible ) as all the Monroe magic 
and Gabor glamour in the world. 

Let’s see what makes Janie Doe, Girl Secretary, the 
most wanted woman of 1957. One reason is our con- 
tinuing healthy economy. But more important, exec- 
utive jobs are now being geared towards greater and 
greater specialization. No longer does one man handle 
all facets of a job. Industry has learned that increased 
efficiency via depth rather than breadth of job scope 
makes for more profitable results. Whereas formerly, 
Mr. Executive could attend to much of his own detail 
work, he now must depend more consistently on 
secretarial help so that he can be free to concentrate 
vital time and energy on the ever-growing responsibil- 
ities of modern business. 

This being the case, it would seem that a secretary 
could practically dictate her own terms of employ- 
ment and Mr. Vice-President-in-Charge-of-Superspe- 
cial-Job would be more than willing to comply. But, 
unfortunately, it’s not as simple as that. 

Just as changing circumstances have created the 
need for a specialized executive, they have also 
established a unique position for his secretary. The 
girl who wants to be worth her weight in gold paper 
clips must now be as much of a specialist as her boss. 
Furthermore, in this era of dictating machines, com- 





Radio and TV 
“oe 





> The Fi Art 
**Stock’’ Ss ed Situation ea eae 





16 TODAY’S SECRETARY @ March, 1957 





med 


Christmas in july 


THE SECRETARY: 


puters, automatic filing systems, and similar electronic 
marvels, a secretary must, more than ever before, offer 
beyond her routine skills a high-level blend of tact, 
poise, understanding, and a sense of organization; 
in short, the kind of thorough competence that no 
amount of automation can replace. 


THOROUGH COMPETENCE—big words, and actually the 
biggest obstacle standing between the jobless sec- 
retary and the secretaryless boss. This we learned 
after making an extensive national survey of secre- 
tarial job opportunities to find out why demand for 
secretaries amazingly outdistances supply. At first, we 
believed it was simply a matter of quantity—too many 
jobs, too few job hunters. However, on checking with 
state employment offices in 15 sections of the country, 
we learned that quality—or rather the lack of it—was 
the major contributor to the shortage. Secretarial 
abilities are being put to severer tests as job scope 
broadens. In spite of an increased demand for help, 
employers must establish ever-higher performance 
standards. Of course, expediency has sometimes forced 
employers to accept what they could get; but the 
choice jobs—and their number is snowballing—remain 
the reward of thoroughly competent people. 

Competence, however, is a somewhat relative term. 
What may be efficiency to an employer in one field 
can seem like so-so effort in another. Therefore, after 
we surveyed national working conditions and em- 
ployer requirements, we also interviewed successful 
secretaries in 11 representative business and _ profes- 
sional fields. 

We learned about their educational and training 
backgrounds, experience, present duties, and routines 
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. everything that would give our readers a good idea 
of what it’s like to be in a particular field. Our ob- 
jective (because 1957 may be your year of decision ) 
is to give you an opportunity to find out where your 
best job bet may lie where your abilities may 
receive the most recognition financially and otherwise. 

Never before have so many unexcelled opportun- 
ities existed. Meet the challenge, armed with con- 
fidence in your skills, and there’s every chance that 
youll get the job you want, when you want it. And, 
if a change of scene is also on your 1957 agenda, 
you can be sure of a warm welcome from Boston to 
Seattle, Detroit to New Orleans. 


HERE'S THE NATIONAL PICTURE: 

Throughout the country, salaries range from a low 
of $180 per month for beginners to a high of $400 
plus per month for the experienced. Naturally, min- 
imum and maximum figures vary slightly from city 
to city as do cost-of-living indexes. New York’s com- 
paratively high rent, food, and clothing costs, with 
its concentration of secretary-hungry “service” firms, 
offers higher salaries than Boston, where expenses 
and competition are relatively lower. The average na- 
tional salary is about $250 a month and, in some cases, 
$280. Experience, professional training, and local em- 
ployer competition implies a higher salary level. 

Working hours present a fairly standard picture na- 
tionally, with 8:30 to 5:00 and a one-hour lunch the 
most common workday. Certain businesses tradition- 
ally maintain the 40-hour week, but many are reduc- 
ing work time to 37% hours; publishing and advertis- 
ing are pioneering the 35-hour week. In these fields, 
however, deadlines and last-minute crises often re- 
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quire overtime work for which a secretary may or 
may not be paid. 

Demand for secretaries, as we indicated, is at an 
all-time high. State employment offices are unanimous 
on this point. To quote a division head in one area, 
“The demand is increasing, incessant, and of long 
standing.” One city reports 50 openings a month. 
Another, when questioned, was currently holding 250 
unfilled jobs—and this did not take into account the 
private agencies and school placements. 


AS WE PREVIOUSLY POINTED OUT, however, competence 
still counts, regardless of the shortage. Experienced 
secretaries are at a premium; sound skills are gen- 
erously compensated, but sometimes, in desperation, 
employers have modified certain of their requirements 
simply because letters must get out, and filing does 
have a way of piling up. This is why recent graduates 
may frequently be given aptitude tests and if good 
results are shown will be hired immediately, though 
not at maximum salary. 

It's good to know, therefore, that if you contem- 
plate transferring to another field, you have a bet- 
ter than average chance for a successful change to 
publishing, fashion, retailing, banking and finance, 
Government, and transportation, where skills rather 
than previous field experience are essential. Secre- 
taries in law, medicine, advertising, radio and TV 
do better with experience and/or special training. 

As you can see, the national picture is an optimistic 
one. Mr. Employer is doing his very best to get 
the right girl for the right job. Let’s find out what 
makes each of our interviewees “Miss Right” in 


her particular field. (Please turn =) ) 
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Radio and TV “Star” 


“To an ambitious young woman, the 
television world is an extremely inter- 
esting and challenging one, with much 
room for advancement.” 

That’s how Jeanne Hoffman feels, 
and who should know better than the 
secretary to a general-programing ex- 
ecutive of the National Broadcasting 
Company network. 

Working in New York, the heart of the television in- 
dustry, is in itself an exciting prospect. Jeanne happily 
notes that in addition to opportunities for advancement— 
salary and prestige-wise—the social opportunities in a TV 
job are “better than average.” 








Graduate of a two-year college, the Long Island Agricul- 
tural and Technical Institute, Jeanne’s training enables her 
to type 50 wpm and take dictation at a rapid 100 wpm. 
She was placed in her present position by her school; but 
she still believes that previous office experience would 
have been advisable, since it takes about three to five years 
for college-trained women to become top-level TV secre- 
taries (five to seven years for others). An interesting 
educational feature at NBC, however, is the one-hour 
semiannual secretarial-training class. A special secretarial 
manual also provides data on NBC office procedures. 

Monday to Friday, Jeanne’s busy and eventful workdays 
start at 9 a.m. In addition to her routine duties of dicta- 
tion, typing, filing, answering the telephone, and main- 
taining records, she also schedules appointments, new 
programs, and presentation screenings. Consequently, a 
great deal of mail, telephone, and person-to-person contact 
with a variety of different people is entailed. Always, 
there is the large NBC staff; and besides staff members, 
Jeanne meets advertising-agency personnel, talent repre- 
sentatives, and members of the general public submitting 
new program ideas. To answer their questions, and collect 
and distribute information and data, Jeanne depends on 
her wide knowledge of the broadcasting business. She has 
had to learn technical production terminology and also 
the functions of other departments in the TV organization. 
To this, she adds a well-informed interest in cultural, cur- 
rent, and trade events, all important to her work. 

Though she uses an adding machine occasionally in her 
duties, billing and bookkeeping tasks are rare. Sometimes 
she will handle correspondence on her own. 

Demands on her personal time are few. With the excep- 
tion of occasional business emergencies or some seasonal 
busyness, her workday ends at five and her work week 
rarely exceeds forty hours. She gets one hour for lunch. 

For work of this kind, a beginner can expect a minimum 
of $52 to $54 per week and a maximum of $60 to $65 
per week, which is typical of the TV field in the New 
York area. Possibly because TV is part of the entertain- 
ment world, more than the usual emphasis is placed on the 
appearance, personality, and poise of a secretary. 

Jeanne’s advice to those who would like to try their luck 
at TV is to train for proficiency in secretarial skills. She 
suggests that a good knowledge of the business world as 
a whole and, of course, a specific interest in the TV 
medium are necessary. Also essential are personableness, 
alertness, and good grooming. But once you can fulfill 
these requirements, your business future in this expanding 
field can be rosy. 


“Stock” Situation 


Barbara Plant spends her working day 
dealing with bulls and bears—the finan- 
cial, not the zoological kind. She is 
secretary-sales assistant to a securities 
broker in the Saginaw, Michigan, office 
of one of our best known brokerage 
firms. 

School placement on personal recom- 
mendation got her this choice position 
after a year and a half of training at 
the Business Institute of Saginaw. Besides operating a 
duplicator and teletype machine, Barbara takes and tran- 
scribes dictation and does relief work at the switchboard. 

Here, on-the-job training is most important, since the 
brokerage business has a terminology all its own—symbols 
for stock names, special ways of directing buying and 
selling, etc. A secretary in this field must know all phases 
of the brokerage business. She must also keep abreast of 
events in the political and econonic world as a whole that 
can influence stock fluctuations. 

Meeting the public to discuss the market and answer 
questions relative to the investment of funds is one of the 
important facets of Barbara’s work. And this she does for 
a good part of her nine-to-five, Monday-to-Friday work 
schedule. Lunch is informally designated at anywhere 
from a half to three-quarters of an hour, and there is rarely 
an emergency to require overtime. 

Prestige and advancement possibilities are excellent in 
the financial field. In fact, they are actually encouraged. 
Barbara occupies a sales assistant’s post because she suc- 
cessfully passed an examination given by the New York 
Stock Exchange and was confirmed in the title by that 
august body. 

According to Barbara, “Although salaries are not too 
high, financial work is most enjoyable, bringing up new 
problems each day. But it does require more than average 
care and diligence. Any slight carelessness may result in 
considerable loss to the company, as large amounts of 
money are handled each day.” 

And though this sort of work may not be the first step 
in “How to Marry a Millionaire,” Barbara does tell us that 
social opportunities among the office staff and with the 
public are gocd. 





The Finer Arts 


Although she is first secretary to a re- 
nowned curator in the Far Eastern 
Division of a large art museum, Miss S. 
had no previous experience in the art 
world, although her college training 
had included several courses in art his- 
tory. She had been a secretary in a 
mining concern and more recently had 
worked for three psychiatrists. Her 
educational background and impressive 
skills were her best recommendation. 

Miss S. holds a bachelor of science degree in music and 
took a one-year business course at Columbia University, 
whose placement bureau helped her find her present 
position. 

Intelligent, alert, and impeccably groomed, Miss S. 
prime duty is to see that some thirty thousand items in the 
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»riceless Far Eastern collection are properly filed and cata- 
jogued—and to know as much as she can about each. She 
makes all appointments for the curator and is responsible 
for much intramuseum business. 

Though she types at 60 words per minute and takes 
dictation at a swift 120 wpm, Miss S.’ daily program is 
often more administrative than routine. She has an assist- 
ant who takes care of additional filing, typing, dictation, 
and telephoning. 

Occasionally, Miss S. takes visitors around the galleries. 
Since not all the fabulous art objects are on display, she 
may also be required to help interested students of Far 
Eastern art to locate the articles they wish to examine in 
the storage areas. Another frequent occurrence during her 
interesting day is giving information to scholars and the 
general public by telephone. 

Generally speaking, Miss S. schedule is nine to five, 
Monday to Friday, one hour for lunch. If there is a special 
exhibition, weekend work is sometimes required, as well 
as three to four hours per week of overtime; it is partly 
her responsibility to see that precious art objects are safely 
handled from the time of their entry into the museum to 
their final display position. This means that if the objects 
are new or on loan, they must be photographed, cata- 
logued, stored, and eventually labeled for exhibition—a 
complicated follow-up job. 

Miss S. naturally attends svch social-business occasions 
as the opening of a special exhibit, usually held in the 
evening. Museum work, however, is not generally char- 
acterized by exciting social opportunities. Meetings with 
public and staff are on a professional and formal basis. 

Though personal and educational qualifications for 
museum work are high, pressure of work is on an alto- 
gether different level than that found in the commercial 
world. It is not an easy field to enter, and requires talents 
and personality traits of a very special order. But, to judge 
from Miss S.’ attitude, it can obviously be an ideal job. 


Angel of Mercy at 65 wpm 
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to this are frequent demands on Arlene’s personal time 
and emotions because of the nature of medical work. As 
she says, “Interest must always be shown in working with 
patients, even when occasional emergencies mean skip- 
ping lunch or staying late an hour or more each day.” 
Because her work includes technical as well as secretarial 
skills, Arlene was specially trained for it. After graduating 
from high school, she studied for one year at The Eastern 
Schcol for Physicians’ Aides, in New York, where young 
women are trained to become medical secretaries and 
medical assistants. In her present position she is respon- 
sible for filing, bookkeeping and billing; making and check- 
ing appointments; assisting the physician with patients; 
and conducting routine laboratory tests. In addition to her 
typewriter, which moves along at 65 wpm, she uses an 


adding machine and can transcribe from a_ dictating 
machine—although her 80-wpm shorthand speed is used 
often. She also operates an electrocardiograph, X-ray 
equipment, and other medical-office machines. 

Though her formal training has given her a general 
knowledge of the medical field and its terminology, she 
has acquainted herself more thoroughly in her employer’s 
particular specialty—a duty that she believes is vital. 

She is not a registered nurse, of course, yet Arlene rep- 
resents something very close to it in certain aspects of her 
job and in the way she dresses for the office. She wears a 
white uniform and white shoes, no jewelry or nail polish 
and a minimum of make-up. Since she greets and assists 
the doctor with all his patients, she must be extremely 
discreet and extremely sympathetic, yet remain uninvolved 
personally, since medical ethics requires a professional 
attitude at all times. 

A good deal of Arlene’s work is admittedly routine sec- 
retarial. Enough of it, however, is dedicated to technical 
pursuits, so that special training is needed. Though a be- 
ginner can expect $50 to $55 a week minimum, the average 
starting salary is closer to $65 or $70. Three to five years 
of experience are required for a top position, but good 
salaries and jobs are widely available at that level. Age is 
not a factor in this field—women up to fifty-five are some- 
times accepted. 

The work does require emotional and physical stamina. 
It is always exacting, frequently tiring. Because it can be 
particularly wearing on the nerves, it demands a serene 
disposition and, even more important, never-ending pa- 
tience. Spiritually, it can be as inspiring and heartwarming 
as the nursing profession itself. 


Christmas in July 


Working as a secretary in a de- 
partment store can conjure up 
pretty pictures of employee dis- 
counts, a large and _ friendly 
group of associates, and a work 
atmosphere of pleasantly con- 
trolled excitement. And when the 
job happens to be a fashionable 
Midwest department store, it’s 
just about perfect, according to Leone Niedenthal. 

To get her job, Leone applied in person at the store’s 
employment office after a year of posthigh school business 
training at a local school of commerce. Her position as 
secretary to one of the store’s merchandise managers is, 





as she says, “. . . both interesting and stimulating.” Her 
“wide range of duties” includes handling mail and corre- 
spondence for the merchandise manager and _ buyers; 
processing orders for merchandise; doing detail work in 
connection with merchandise planning—sales, advertising, 
etc.; keeping sales and other records for her boss’ use; and 
arranging for the frequent trips made by the buying staff 
to New York and other fashion markets. 

To do this efficiently, Leone types at 75 wpm, takes 
dictation at 110 wpm. She handles all filing and office 
bookkeeping, frequently is responsible for her own corre- 
spondence. She can also operate a comptometer and a 
calculator, both of which are vital in a field where daily 
records are most carefully tallied and kept. 

Because Saturday is a key sales day in the busy retail 
world, Leone’s work week runs from Tuesday through 
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Saturday, with Mondays free. Her day begins at 8:30 
and ends at 5:30, with an hour for lunch and a relief pe- 
riod in the afternoon. There is no overtime work, and 
emergencies are rare indeed that require more time than 
the usual workday. 

A typical day may start with visits from out-of-town 
salesmen and manufacturers’ representatives, then proceed 
to an interdepartmental meeting, where notes must be 
taken on the points to be discussed—a store-wide promo- 
tion, or perhaps a new fashion color for spring. Always 
there are conferences to schedule with buyers, heavy cor- 
respondence to handle, and much telephoning. The re- 
tail trade is at least six months, if not more, ahead of the 
world outside. Right now, in fact, as we don our first 
spring bonnets, Leone may be taking a memo on August 
coat sales or seeing the first samples of the newest fall 
fashions. By June, Leone and her boss will be deep into 
final plans for Christmas. 

Though it takes two to three vears to become a top- 
level department-store secretary, Leone advises that secre- 
tarial openings are perhaps somewhat limited in this field. 
She does report, however, that moving from secretarial to 
merchandising posts is not an uncommon occurrence. For 
those just getting out of business school, previous experi- 
ence in the retailing field is not imperative, but sound 
business skills and possibly selling experience are important. 

A department store is a small world of its own. Since 
retailing seems to attract interesting people, the oppor- 
tunities for social contact are excellent. As one of the many 
possible jobs in the fashion field, being a department-store 
secretary is perhaps the nicest. At all times, you're in the 
center ring of fashion activity between the creator and the 
customer, 


Lovely view from there! 


Capital Job 


Forwarding address—Washing- 
ton, D. C. That’s where Betty 
Hugghart’s mail goes these days, 
since she became a secretary in 
the office of the Chiet of the Re- 
cruitment Branch, U. S. Depart- 
ment of State. 

Formerly of Huggins, Mo., 
Betty had four years of formal 





business-school training at South- 
west Missouri State College, Springfield, Missouri, before 
heading for the nation’s capital. As a Civil Service em- 
ployee in the Federal Government, she enjoys many ad- 
vantages not always available to secretaries in private 
enterprise. Promotions are almost always made within the 
organization, with a yearly salary increase given for satis- 
factory work. Paid annual leave of from thirteen to twenty- 
six days is granted, as well as thirteen days of sick leave. 
All employees are covered by a retirement plan and auto- 
matically receive life insurance. 

In addition to all these benefits, Betty’s day, which runs 
from 8:45 to 5:30 with forty-five minutes for lunch, is 
filled with “vital” work. Her efforts as a member of the 
personnel-office staff are partly devoted to secretarial rou- 
tines—dictation (80 wpm), transcription (50 wpm), set- 
ting up and maintaining files, making appointments, and 
telephoning. 1 addition, she deals closely with the gen- 
eral public, regarding State Department employment. She 


handles some correspondence on her own and frequently 
acts as a receptionist. 

Base pay for a beginner is a minimum of $61 to $71 
per week and could go as high as $65.50 to $75 per week. 
Two or three hours of overtime may be added to Betty’s 
five-day week. 

Opportunities all along the line in Civil Service seem 
to be excellent—for advancement, salary, and prestige. The 
Department of State Recreation Service provides social 
“... the work in 
which you are engaged and Washington itself are sources 


opportunities as well; but, as Betty says, 


of constant satisfaction and pleasure. As soon as you begin 
your job, you sense that you are in the midst of activities 
of tremendous importance; that decisions of state are being 
made all about you. And so they are, for the Department 
of State is the center of the world’s diplomatic and polliti- 
cal activity.” 


Ladies of the Press 
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For the most part, straight sec- 
retarial posts in the business 





and administrative offices of pub- 
lications make only routine de- 
mands on skills and talents. But 
if, in addition to your secretarial 
abilities, you can offer a good 
* educational background and have 
a desire to test your writing skill, a position as an editorial 
secretary might be just the job. 

What are the duties involved? Well, our subject, a 
competent typist, is assistant secretary to the associate 
editor of a national fashion magazine. 

She has found that a great degree of adaptability, genu- 
ine creativeness, and a flexible attitude are the most im- 
portant qualifications for her position. With minor excep- 
tions, an editorial secretary's job does not follow a strict 
routine. A morning might be spent contacting editorial 
chiefs in other departments. (All article plans go through 
the office of the associate editor.) Part of the afternoon 
might be occupied in tracking down a firm that specializes 
in interesting photo props. As an editorial secretary, par- 
ticularly on a large fashion magazine, the only definite 
thing you can be sure of is a deadline, which may occa- 
sionally require late work. Otherwise, nine to five, Monday 
through Friday, with one hour for lunch, comprises the 
work week. : 

Because each magazine is different and each depart- 
ment editor will have different requirements, informal, on- 
the-job training is usual. A knowledge of copy-correcting 
symbols and editorial terminology and procedure are ex- 
tremely important. 

As part of her job, our interviewee writes a column for 
her magazine and edits another. This, together with occa- 
sional spot copy-writing, comprises the “creative” end of 
the job. Comparatively speaking, salaries are not as high 
for a beginner in this field as in straight secretarial work. 
She can expect a maximum of $50 to $55 per week to start. 

The possibilities for advancement—secretarial or “crea- 
tive’—are excellent, partly because of personnel turnover 
and partly because ability is often more quickly recognized 
and rewarded in a creative atmosphere. Oddly enough, 
it was pointed out that greater advancement possibilities 
are open on smaller publications, where more tasks are 
done by fewer people. Miss X, our editorial secretary, 
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though she works for a large magazine, was promoted in 
a relatively short time from reader-mail correspondent to 
her present position 

It’s a bit difficult to be cut and dried about outlining 
the scope of the editorial secretary's job, for the position 
varies from publication to publication, and from editor to 
editor. It can be stated, however, that all need good sec- 
retarial help. 
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port? If a look at your bank balance 

blows all your pretty dreams away, 
then perhaps, like Mary Logan, you can satisfy your wan- 
derlust in another way—by turning your secretarial skills 
to travel-agency work. 

As secretary to a salesman in the Philadelphia branch 
of Thos. Cook & Son, Inc., Mary has the world at he 
finger tips. If she can’t as yet get to Paris and Madrid, 
she can certainly spend much of her working day arrang- 
ing exciting trips and tours for others. This she does from 
8:45 a.m. to 5:30 p.m. five days a week, with an hour off 
for lunch. Minimum beginning salary is $53 to $56 per 
week or more, depending on special qualifications 

Mary received her training in high school, types 70 
wpm and takes dictation at 80 wpm. Besides her filing 
duties, she takes care ot her own correspondence and is 
responsible for a certain amount of bookkeeping and bill- 
ing. She can handle a switchboard, an adding machine, 
and a mimeographing machine. 

In the travel field, one to three vears of experience 
qualify you for a more responsible job. In addition to her 
basic skills, her ability to speak and write French was a 
decided asset, though not essential. She reports that a 
smart appearance is necessary; and poise and patience 
are the most important personal requirements for success 
in a job where you constantly meet people. 

And for Mary, meeting the public means not only office 
or telephone contact, but luncheons, dinners, receptions, 
and travel-club meetings outside of business hours. As part 
of her job she speaks on various facets of tourism. Social 
opportunities, therefore, in the travel field are good. 

Mary admits, however, that it does mean “working under 
constant pressure.” Routes and reservations must be sched- 
uled and accurately made, tickets correctly handled, and 
customers’ plans followed up in detail. This means keeping 
abreast of current travel information, as well as being 
equal to emergencies occasioned by transportation diffi- 
culties both here and abroad. * 

Mary must also be familiar with the names of foreign 
cities, recognize them when she hears them in dictation 
and conversation, and be well acquainted with foreign 
geography and currency. 

In spite of her busy day and after-business-hours com- 
mitments, Mary also attends college in the evening. She 
is majoring in English and political science. Such self- 
improvement is highly regarded at Cook’s, where on-the- 
job training is given and a company policy of promotion 
from within is almost always followed. 
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. ’ “A woman in my position,” says 
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iY AA This ability, however, by no 
——— means begins to represent the 
very many obligations of a legal secretary. 

The capable Miss Fanning is both secretary and office 
manager for a St. Louis firm of three lawyers. She types 
at 85 wpm, takes dictation at 120 wpm. All the firm’s 
books are in her charge, as is the billing of clients and 
payment of office bills. 

Pat’s preparation for this work included a nine-month 
business course (completed in six months) at Miss Hickey’s 
School for Secretaries in St. Louis. The school placed her 
in her present job 

Her only on-the-job training was a briefing in office rou 
tine, but Pat considers that a previous knowledge of legal 
terms and phrases was tremendously helpful. Keeping up 
with current events is also a vital part of her job. She 
believes that a legal secretary, being so “close to law, law 
vers, and courts, should keep informed on new laws and 
pending legislation.” 

Pat is in touch with the public frequently by phone and 
occasionally in person. She may be called on to relieve 
the receptionist, or be a witness to the signing of wills and 
other legal documents prepared by her office. She is, as 
well, a notary public. 

Though emergencies necessitating overtime are rare, 
Pat does find that many times in the course of a day it is 
“necessary to drop everything in order to rush through a 
much needed contract or will.” As she says, “My employ 
ers are most thoughtful. It is a rare occasion indeed when 
I am asked to work fifteen minutes overtime. I never work 
Saturdays, Sundays, or holidays.” She adds, parenthetically, 
“that this is somewhat unusual in a law office.” Pat knows 
whereof she speaks, for, as president of the Greater St 
Louis Chapter of the National Association of Legal Secre 
taries, she maintains close friendships with many legal 
secretaries in her city. 

Pat's employers feel that by dispensing with overtime, 
they are adding to the efficiency of her work during regular 
hours. And this is important, because a legal secretary is 
almost constantly under pressure. As Pat notes, “We must 
be quick and yet very, very accurate, so that complete 
concentration is absolutely necessary.” 

To help her with the large work load of a legal office, 
there is another secretary who is also the office receptionist. 
Just out of high school, this voung lady is getting excellent 
training in the legal field by handling filing, taking dicta- 
tion, and transcribing notes and typing drafts of legal 
documents. 

Minimum salary for a beginner in the St. Louis area is 
approximately $50 a week, maximum approximately $55, 
for a nine-to-five, Monday-to-Friday schedule 

Pat’s advice to those who wish to enter the legal field? 
“To any woman, young or old, | would say, “You will never 
regret it . . . you will never leave it. The work is fasci 
nating—never, never boring and definitely not routine. If 
this is what you want, and you can work under pressure, 
then the legal field is for you.’ ” 
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Girl in the Gray Flannel Suit 


“Advertising,” says Joy Thompson, 
“is never dull.” 

Perhaps that’s why Joy went 
after her present position without 
searching through the want ads. 
She simply wrote a letter to the 
personnel director of the agency 
of her choice, one of New York's 
most creative firms, Ogilvy, Benson and Mather. 

Because of her educational background—a B. A. degree 
in English and drama from Middlebury College—and her 
business experience gained mostly during summer jobs 
while at school, Joy is now second secretary to the firm’s 
president. Her typing, by her own admission, is “rapid,” 
(she uses an electric machine); her dictation speed, “aver- 
age.” 











Her primary duties include what she calls “usual secre- 
tarial routine’—screening phone calls, greeting callers, 
opening mail, taking dictation, and filing. 

But what seems to appeal to Joy most about the adver- 
tising business is its atmosphere of creative energy. 

“An advertising agency is a team operation,” she ex- 
plains, “and, as secretary in any department, you feel that 
you have contributed in some part to every campaign.” 

Joy’s position on the “team” requires a five-day week, 
nine-to-five schedule, with one hour for lunch, Occasion- 
ally there are “rush” jobs for a client, but the average 
overtime only comes to about two hours per week, with 
rare Saturdays when timing is extremely close. 

Like any ambitious young woman, Joy looks forward to 
a higher position and believes that as a secretary she has 
the best chance of becoming well versed in the “proced- 
ures” of the advertising business as a whole. For just this 
reason, she also suggests that for anyone who aspires 
toward creative work in art or copy, the very best start in 
advertising would be as a secretary. According to Joy, it 
takes three to five years to reach a top-level secretarial job, 
but she cites that advancement opportunities are good. 
Jobs of responsibility and prestige are available, and sal- 
aries are on a high level commensurate, of course, with 
ability and background. In her case, this lies between $70 
and $80 per week, typical of the New York area. 

If your goal is to be the girl in the gray flannel suit. 
then you have to be enthusiastic about advertising and 
you must work well with a group. You have to be some- 
thing of a self-starter, readily accepting responsibility, be- 
cause, as Joy Thompson reports, “In this field, more than 


in any other, vou feel that you are working with someone, 
not for someone.” 


Major Job in Major Industry 


“Put your boss and your company 
before yourself.” That’s the advice 
(given in capital letters) of Doro- 
thy Ann Kress, secretary to the 
manager of the Bayway Refinery of 
Esso Standard Oil Company. 
When one realizes that five to 
ten years of experience must pre- 
cede a top secretarial position in 
this field, it’s not surprising to 
learn that beginners start in the stenographic classifi- 
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cation and work their way up through various refinery 
divisions. Salary is generally good at all levels. Doro- 
thy’s job includes certain routine administrative matters 
handled in her boss’ behalf and also requires taking 
care of mail, making appointments, and arranging meet- 
ings. This, however, hardly reveals the range of duties 
and responsibilities that are faced daily in such demand- 
ing work. 

This may be inferred from Dorothy’s comments on spe- 
cial personal qualifications needed in her field. “Calm- 
ness in all situations is absolutely essential,” she says: 
for in addition to her regular tasks, Dorothy is in a liaison 
position between plant and office. This means that she 
must maintain friendly relations with plant personnel so 
that she and her boss can be properly approachable. Yet, 
as a secretary, she must still be an effective “buffer.” 
Not an easy assignment, and one that requires great diplo- 
matic talents. “Everyone in the plant is an informal assist- 
ant,” Dorothy adds, “and this helps me operate more 
effectively in my work.” 

Dorothy’s day begins at 8:15 a.m.—half hour off for 
lunch—and, according to the book, is over at 4:45 p.m. 
There is generally a fifteen-minute to a half-hour “clean- 
up” period after each working day. Occasional emergen- 
cies like speech preparations and special conferences 
sometimes necessitate overtime. 

In addition to her excellent basic skills—typing: 70 wpm, 
dictation: 120 wpm, Dorothy is expected to have a thor- 
ough knowledge of the functions of personnel in all 
departments of the refinery. Because of the technical na- 
ture of her work, professional terminology must be learned 
and current and industrial events must be closely followed. 
She also finds that a general knowledge of the principles 
of supervision is helpful. 

Dorothy rarely meets the public and remarks that al- 
though advancement, financial gain, and personal prestige 
opportunities are good in her line, social opportunities at 
work are limited. 

Dorothy’s advice to those who want to enter a major 
industrial field is so sound that, in conclusion, it might 
well be repeated for the benefit of all secretaries searching 
for success in this or other fields: 


1. Keep personal opinions on people and policies to 
yourself, 


2. Resist the temptation to act important. It helps no 


one, least of all yourself. 


3. Don’t give the impression that you know confidential 
matters. This makes for uncomfortable relationships with 
fellow employees and starts rumors. 


4. Do the best job you can at all times. 


5. Don't ever “gripe” about an assignment. If you must 
do a job you don't relish, do it cheerfully and get the 
credit for doing it. 


6. Be a good listener. 


7. Be helpful to your boss, whenever possible, by re- 
lieving him of as many details as you can. 


Ir COMPETENCE, KNOWLEDGE, skill, and experience are 
fundamental to success, then eagerness, readiness, and en- 
thusiasm for the work at hand are equally basic. They 
can help you secure the job that may make 1957 the best 
year of your business life. 
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BY MARY JOLLON 


automation and YOU 
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HEN THE FIRST secretary invaded the busi- 

ness world, her arrival was greeted with a 
mixture of smiles, jeers, and moans. Men by the thou- 
sands rushed to defend their precious “office mo- 
nopoly.” “Woman’s place is in the home,” they snorted, 
“and that’s where she should stay!” But, in spite of 
the protests, the invasion was a success. The secretary 
had come and conquered. 

Today, another invasion is taking place. This time, 
it's being made not by individuals, but by an idea and 
a series of complicated machines. The invader is 
automation, and the very mention of its name evokes 
the same smiles, jeers, and moans that once greeted 
the secretary. 

This time, though, the invasion is being resisted by 
the original invaders. Secretaries, fearful that thei 
jobs are threatened by the advent of automatic dic- 
tating machines, mechanical brains, and the like, are 
quick to protest that mechanization is unnecessary and 
unwanted. “The machine will never replace us,” they 
declare bravely. 

Theyre right, of course. No machine, however 
complicated, can take the place of the thinking proc- 
esses and creative talents of the human brain. Never 
theless, automation is here to stay. 

Your secretarial job should be an easier one with 
automation. Machines can take over many routine 
tasks, thus freeing you for more important and more 
interesting work. To give you a glimpse of what your 
office life may be like in a few years, we offer a brief 
description of the new headquarters of the Standard- 
Vacuum Oil Company. Here the age of automation 
has already started; here, too, there is a new concept 
of the secretarial role in business. 

When “Stanvac” moved from crowded New York 
City to suburban White Plains (an ever-growing trend 
in industry ), company executives were determined to 
equip their beautiful new building with the most ad- 
vanced scientific discoveries available. As a result, at 


the push of a button, walls move (Continued on page 58) 
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NCE UPON A TIME, there 
() was a secretary named Lu- 
cretia, who started a new job. Dur- 
ing her first week she arrived fifteen 
minutes late almost every morning, 
breathless after her run from the 
bus, her hair windblown or in pin 
curls. Her new boss happened to 
be unusually busy that week and 
had hoped to get the dictation 
out of the way first thing each 
day. Every morning when he sat 
down in his office, his desk needed 
dusting, there were no sharp 
pencils, and the files had not been 
unlocked. On the second morning 
of that week, Lucretia, after a 
frantic search for her notebook, 
had to borrow one from another 
secretary. During her lunch hours 
she chatted freely with the other 
employees. She told them her 
salary, the details of her interview, 
and how unbearable her former em- 
ployer had been. And several times 
when her boss returned from meet- 


ings he found her reading a novel. 


Dip Lucretia live happily ever 
after? The tale has a sad ending. 
Her “ever after” consisted of job 
hunting, only two weeks later. 

“Danger—proceed with Caution” 
is a warning that could be applied 
as effectively when you are begin- 
ning a new job as when you are 
driving on a hazardous highway. 
“Gradual” is a good key word to 
keep in mind when you are estab- 
lishing yourself in a new job head- 
quarters, whether the profession is 
engineering, teaching, bookkeep- 
ing, or secretarial work. 

Here are a few thoughts to keep 
in mind when plotting the course 


for a new job: 


You are on the job for one purpose. 
The responsibilities of a secretary 
can be summarized in one state- 
ment: she is there to do everything 
she can to help her boss. 


Assure your boss you are trust- 
worthy. Every employer should be 
able to feel confident that the 
events in his office are kept confi- 
dential. He may dislike the neces- 
sity of pointing this out to you 
bluntly the first day. Meet him 
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halfway, and put him at ease on 
the subject right away by assuring 
him he can count on you. 


Keep notes, notes, and more notes! 
There are many details to be 
jammed into your mind those first 
few days. Don't trust to memory. 
Write things down. Include items 
about procedure, distribution of 
mail, lists of your employer’s likes 
and dislikes. Your notes may seem 
trivial, but after the ideas become 
automatic in your thinking you will 
be more valuable in the perform- 
ance of your job. 


Browsing can help you. If you are 
fortunate enough to have a little 
spare time each day, you can learn 
a great deal by thumbing through 
files and records in your office. 
You will not only familiarize your- 
self with names of key people in 
the organization and the positions 
that they hold, but you can also 
become acquainted with the vernac- 
ular of the business if it is alien 
to you. And it may prevent frantic 
and futile searching through the 
files when your boss needs a certain 
document in a hurry. Studying 
company charts of organization is 
advantageous, too. You won't have 
to ask so many questions like “Who 
is the chief engineer?” or “Who is 
the assistant sales manager?” 


Be an “eager beaver” at first. You 
may find it wise to arrive at the 
office a little early those first few 
days, or even weeks. Duties that 
will take only a few minutes after 
you are familiar with them may 
take much longer at first. In some 
very busy offices, events happen 
rapidly from eight o'clock on. You 
will find it easier to approach un- 
familiar tasks with more poise if 
you “open shop” before the others 
arrive, performing such _prelimi- 
naries as checking the day's calen- 
dar for appointments to be sure it 
agrees with the one on your boss’ 
desk. Sort any mail he may have 
left for you the night before, inven- 
tory the supplies on your desk and 
his, and unlock his files so-you'll be 
ready if he starts dictating immedi- 


ately. (Continued on page 62) 
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NCE UPON A _ TIME, the 
() sales manager of a corpora- 
tion in the East hired a secretary. 
Joyce wasn't abnormally shy. She 
was just sensitive enough to want 
to make good on her job and be 
liked by her fellow workers. 

Mr. Thompson, her new boss, 
greeted her on her first morning 
and apologized because he was 
scheduled to attend an early meet- 
ing and wouldn't be able to indoc- 
trinate her until later in the day. 
Joyce sized up her office, inven- 
toried her supplies, and decided to 
do as much as possible in his ab- 
sence to set up shop. There were 
a few supplies in the desk, but 
many necessary items were lacking. 

Hopefully, she approached the 
secretary in the adjoining office. 
“Good morning,” she said with a 
friendly smile. “I’m sorry to in- 
terrupt you. I'm Joyce Mathews, 
Mr. Thompson's new secretary. 
When you have a few minutes to 
spare, could you show me where to 
get some supplies?” 

The girl looked up from her note- 
book grudgingly. “I'm on a rush 
job now. You can get everything 
you need from the stationery 
counter, but it doesn’t open until 
ten.” Not a word of apology, not 


a suggestion of a warm smile, not 
even an offer to lend Joyce a few 


necessary items until the stationery 
department opened. Just an impa- 
tient look as the girl resumed her 
typing. 


JOYCE RETURNED GLOOMILY to her 
desk and opened the instruction 
booklet she'd found beneath her 
new electric typewriter. It was her 
first experience with an electric 
machine, and it would be wise to 
acquaint herself with its operation 
before she was asked to type an 
important document. Perhaps she 
could get the “feel” of it before Mr. 
Thompson returned. A few minutes 
later, as Joyce was cautiously ex- 
perimenting with the various knobs 
and gadgets on it, a girl brought 
in the first delivery of morning 
mail. 

“Hi! You must be E.T.’s new 
secretary.” She spoke breezily and 
eyed Joyce critically. “If this is 
your first electric typewriter, you're 
in for a rough day.” And with that 
optimistic 
out. 

During the ten o'clock coffee 
break in the cafeteria, Joyce sat 
sipping her coffee, trying hard to 
hide her feelings of not belonging. 


greeting she flounced 
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BY DOROTHY WHITE 


Three girls joined her, but made 
it somewhat obvious that they sat 
at her table only because there 
were no other available tables. The 
blonde girl spoke first. 

“I suppose youre Mr. Thomp- 
son’s new secretary.” It sounded 
like an accusation, and Joyce's curi- 
osity grew as the girls gave one 
another knowing glances. Then one 
explained that Sue, the blonde, had 
hoped to get the job. “It wasnt 
right for him to hire an outsider,” 
the girl added, obviously thinking 
that that was sufficient justification 
for their attitude. 


MANY SIMILAR SCENES have taken 
place in 
country. 


offices throughout the 
Often the guilty do not 
actually intend to offend. They are 
merely thoughtless. They do not 
realize that such actions are as 
lacking in good etiquette as eating 
mashed potatoes with a spoon. 
And they have forgotten how they 
felt on their first day at work. 
How much better it would have 
been if the girl in the office ad- 
jacent to Joyce’s had said, “Wel- 
come to the fold, Joyce. Just as 
soon as I finish this rush job, I'll 
show you the stationery depart- 


ment.” The (Continued on page 63) 
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E. 


LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 54) 


words / can be teasers 


Wanted: Vowels! 


The blanks in the following words represent missing vowels. What are they? (Note: These ten words 
are among the most frequently misspelled words. If you can complete all correctly, you are good sec- 
retarial material. ) 

eS aS = a a SS a. v_ 7. mA nc_ o: ot = 


9 


cq ot ee. 4. c § 4 5 6. eer = 8. p re 10. y Id 


Same Letters, Different Order 


Here are ten pairs of definitions. The two words defined in each pair contain exactly the same letters, 

but in different order. What are the words? 

l.a. A daily record of experiences 6.a. A heavy metal 
b. A place where milk products are sold b. 

2.a. A white metal 


To distribute; apportion 
7.a. Stockings 


b. A sharp, thin fragment b. Long-handled tools for weeding 


3.a. A pillar 8.a 
b. To check; hold back b 


. Disabled in leg or foot 
. Opposite of female 


t.a. Haphazard 9.a. A courageous deed 
b. Relating to a cause b. Destiny 

5.a. Calm; without noise 10.a. Pertaining to army life 
b. Completely; wholly b. Pertaining to marriage 


Changing Doubles 


C 


Change the doubled vowel in the following words to another doubled vowel to form another word. 


1. fool 3. leek 5. peer 7. soon 9. food 
2. boot 4. weed 6. pool 8. reef 10. brooch 


apital Versus Small Letter 
What special or different meaning does each of the following words acquire when it is capitalized? 


l. age 3. atlas 5. china 7. elk 9. fourth 


2. canal 4. butte 6. o 8. house 10. seine (fishing net) 


Is It “Who” or “Whom”? 
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Which of the pronouns that appear within the parentheses in the following sentences are correct? 


1. (Who, Whom) do you suppose I met downtown? 6. (Who, Whom) were the girls talking about? 


2. She is a girl (who, whom ) I am sure is self-taught. 7. Our new manager, (who, whom) all of us respect, 
3. It was he (who, whom) did most of the talking. takes over tomorrow. 
4. You mentioned several applicants (who, whom) you 8. There is little doubt in my mind about (who, whom) 
consider are capable. will win the prize. 
5. I know the assistant (who, whom) I would select for 9. You know (who, whom) it is that I distrust. 
the promotion. 10. Miss Wilkins is the buyer (who, whom) you mean. 
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dee WAYS to assure “Five O'Clock Sparkle,” 


we discussed several methods for preventing aches 
and accidents—from secretarys shoulder stoop to 
stocking snags—in the January issue. Last month we 
took a critical look at the most important piece of 
furniture in the office and discovered that “Efficiency 
Begins at Your Desk.” As a further aid to relaxation 
and order—instead of confusion and clutter—let’s stop 
and listen. 

Ever jump when someone near you slams a file 
drawer? Ever feel toward the end of the day that 
if that phone rings once more, you'll scream? If you 
have, you know why the next important job in our 
campaign against “four o'clock sag” concerns noise. 
Less clamor means less fatigue. 

A quiet atmosphere encourages understanding, too. 
Youll hear instructions accurately. You'll have greater 
harmony with your co-workers. You'll concentrate more 
fully and make fewer errors. You'll finish your work 
sooner and with less effort and tension. 

A newspaper reporter can learn how to concentrate 
in the din of a city room and get his story written 
before the deadline; but can you imagine the same din 
being allowed in a hospital? Doctors know the value 
of quiet. All of us are becoming more and more con- 
scious of decibels (units for measuring the loudness of 
sound ) and of noise control. State laws are being en- 
acted to protect industrial workers against disabilities 





of hearing. Companies are hiring consultants to analyze 
the noise problem. Designers are working for quieter 
machinery and sound-deadening devices. Employers 
are learning that noise makes people cranky and hard 


BY EVELYN EVANS 
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to get along with. It makes them raise their voices, 
slam drawers, and drop things. It causes absences and 
sometimes even makes employees leave their jobs. In 
other words, there’s a reason for the term, “the scream- 
ing meemies.” 


PROBABLY THE NOISES MOST COMMON to all offices are 
chatter and clatter—voices, footsteps, typewriters, and 
telephones. No matter how much of a problem these 
sounds may be, you can’t very well adhesive-tape the 
mouths of your fellow workers, ask the boss to buy 
thick rugs and noiseless machines, and disconnect 
all phones every afternoon at three o'clock. But there 
are some things that you can do. 

First of all, sound-condition yourself. What do you 
hear from nine to five? Sit back and listen for a 
moment. 

A telephone rings; instead of an answering voice 
vou hear a burst of typewriter speed racing toward 
the crash of a carriage return. On the other side of the 
room a buzzer sounds sharply. A chair squeaks as it 
is whirled around, there’s an exclamation as someone 
bumps into an open desk drawer and then a bang as 
it is hastily slammed. 


Bells and Buzzers. Perhaps you'd better listen first 
to the sounds at your own desk. Do you try to answer 
the phone after the first ring? If you're going to be 
away from your desk, do you arrange to have someone 
else take your calls? [f you and your boss are going 
to be absent from the office for half a day or more, 
do you notify the switchboard or have the phone 
disconnected? How does the phone sound? It’s no 
longer necessary to put up with a harsh, jangling bell. 
You can have it softened. If you have one of the new 
phone sets, you can tone it down yourself. If you jump 
when you hear vour buzzer, better have that adjusted, 
too. It can be tuned to a gentle pitch. 


Shouts and Whispers. How's your technique when 
you answer the phone .or the buzzer? A quiet, well- 
modulated voice is understood better (and also gets 
a more favorable response) than a fast, shrill one. 
Actors know the difference between volume and in- 
tensity. In Charles Laughton’s first play in New York 
he demonstrated this principle when, without raising 
his voice, he said slowly, “Some day I’m going to kill 
you.” A less finished actor might think that that line 
had to be shouted, but Mr. Laughton knew that in- 
tensity would be more effective. 

‘Just as distracting as the volume of a shout is the 
sibilance of a whisper. Hasn't the rhythm of your typ- 
ing faltered and trapped you into an error because 
the sound of hissing from the next desk interrupted 
your concentration? When you have confidential ma- 
terial to discuss, remember that the conversation is 
less likely to be noticed or heard if it is conducted 
in low tones rather than in whispers. 


Creaks and Squeaks. What about the inanimate and 


mechanical paraphernalia of your job? It can’t be 
rendered soundless because of moving parts. But 
often there are ways to turn a groaning or strident 
complaint into an efficient purr. 

Swing around on your chair. If it creaks, a little 
oil will make it noiseless. Are its casters in good work- 
ing condition? While you're at it, make sure that the 
legs of frequently moved tables also have casters. 
They'll stop scraping noises. 

Check your electric fan. Listen when your door 
is opened or closed. Any more squeaks calling for the 
oilean? If the door often bangs shut, a mechanical 
door closer is the simplest solution. Buffers of re- 
silient material will help. And check the tension on 
the spring. It may be too tight. 

Your typewriter, too, could probably use a few 
drops of oil. Keep it clean and properly lubricated. 
How long has it been since it was serviced? A thor- 
ough overhaul at regular intervals will cut down on 
its clatter and, incidentally, will lengthen its working 
life. If you wish you had an even quieter machine, 
put it on a sponge-rubber pad. You can cut your own 
or buy one already made. 


Slaps and Slams. Pads cut from desk blotters also 
muffle sounds. Besides the top of your desk, try them 
on any surface where papers and books may be 
slapped down. Line your “In” and “Out” boxes and 
the file boxes with them. Blotters are inexpensive, 
easy to tailor to any size or shape, simple to replace 
when soiled. By the way, if you line your center desk 
drawer and put separate pieces in the partitions 
of the pencil tray, youll have not only a quieter 
drawer but a more attractive one. The blotter lining 
will keep your fingernails looking better, too. Try 
it and see! 

Is there a stapler on your desk? Press it. Don't 
pound it. It’s quieter that way. And besides, it works 
better. 


Shoves and Thuds. Sometimes placing things more 
thoughtfully will reduce noise. Youll hear fewer foot- 
steps if the big office dictionary is centrally located. 
If you put it on a table by itself where it can be left 
conveniently open, it will be used more quietly (and 
perhaps more often) than if the almanac and phone 
book have to be shoved aside or dropped on the 
floor to get to it. If reference books that are frequently 
used are kept on a high shelf, they'll probably be 
lifted down and land with a thud when someone 
needs information in a hurry. 


IF YOUR BOSS HAS BECOME SOUND-CONSCIOUS and plans 
to make some changes, he'll probably ask you for sug- 
gestions. Be enthusiastic in your response. Company 
records on noise control report “higher production,” 
“fewer accidents,” and “less turnover.” Translated 
into secretarial terms—your terms—this means more 
efficiency, better health, and a pleasanter job. It may 


even mean increased salary, (Continued on page 59) 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


The Age of Specialization 


] ECENTLY I applied for a sec- 
retarial job in an advertising 
agency. The interview was going 
smoothly and I seemed well on my 
way to getting the job, until the 
personnel director asked me about 
my previous experience. When she 
heard that I had formerly worked 
in a bank and then in a small manu- 
facturing company and that I had 
had no advertising experience, her 
attitude changed. Apparently I met 
all the requirements for the job— 
with one exception. I didn't have 
the necessary advertising back- 
ground. I had always thought that 
a good secretary could fit into any 
job or any business, but, obviously, 
some employers don't agree. 


Lets FACE 1t—this is an age of 
specialization. Doctors practice in 
a single branch of medicine, de- 
signers concentrate on one type of 
clothing, lawyers devote their time 
to one aspect of the intricate legal 
code. It behooves the secretary 
who's seriously interested in her 
career to specialize, too. 

A quick look at the help-wanted 
section of any newspaper reveals 
that it’s the girl with the specialized 
background who is most sought 
after by employers. “Secretary with 
five years’ experience in law ; 
reads one ad. “Girl Friday, well- 
versed in advertising techniques 

” says another. “Secretary with 
fashion know-how . 
third. 


These are the ads for the well- 


.” declares a 


paying jobs, the jobs that offer the 
little extras that make a workday 
more pleasant. And why are these 
girls in demand? Because the sec- 
retary whos a specialist has, in 
addition to good skills, a knowledge 
of the specific problems and _in- 
terests of her field. It's much easier 
for a boss to work with someone 
who “speaks the lingo” than with 
an untried newcomer who requires 
lengthy explanations with 
other word. 


every 


How does one become a special- 
ist? Some secretaries do it acci- 
dentally. They take a job for one 
reason or another, decide they like 
that particular field, and remain 
in it throughout their entire ca- 
reers. Other girls, however, spe- 
cialize because of their personal 
interests and goals. 

A secretary who has fond mem- 
ories of her English classes may 
decide that publishing is for her. 
Another may decide that her proper 
niche will be found in the advertis- 
ing world. A third, whose hobby is 
painting, may look for a job in an 
art gallery or museum. 

Clothes interest women, 
and the fashion field offers a wide 
range of jobs—everything from sec- 
retary to a top designer to girl 
Friday in a wholesale house. For 
the girl who always knew the an- 
swers in math class, there are jobs 
available in banks, accounting 
firms, and insurance companies. A 
lawyer's office may appeal to one 
secretary's legal mind, big business 


most 
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may attract another type of girl. 

Lucky indeed is the secretary 
who looks for a job in a field that 
holds a particular interest for her 
—and her employer is lucky, too. 
To this girl, a job is not merely a 
nine-to-five routine. She gives more 
to her job because she’s interested 
in it; as a result, she gets more 
out of it. 

Its a wise idea to decide on 
your specialty as soon as possible, 
for usually a switch to a new field 
means a cut in salary. This may 
not seem too important when you're 
just starting out; but if 
been working in an insurance firm 
for several years, for example, and 
then decide to enter the world of 
fashion, you may find that the sal- 
ary offered you in your new field is 


you ve 


far lower than the one you've been 
getting. Naturally, you will be re- 
luctant to take a huge cut. And 
most employers, believe it or not, 
will be reluctant to hire you at a 
much lower salary—yet your value 
to them will only be worth the 
smaller pay check for a while 

If you really have no definite 
idea about where youd like to 
work, take the job that seems to 
offer the best possibilities. Give 
yourself time to learn about the 
business in which you're working, 
and then decide if it’s one in which 
youll have a long-range interest. 
If it is, fine and good—you've found 
your niche. If it’s not, then pick 
another. But don’t wait ten years 
to make a change. 
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Spring smartness by Nelly de GF 
Navy blue wool knit jacket is com-— 
bined with a worsted skirt of dark 
blue, light blue, and white plaid. 
Sizes 8-16, about $35. Available 

at Bloomingdale's, New York. 


































, 


“Come rain or come shine’ — 
the “Passport” coat holds its own 





as a handsome addition to your spring 
wardrobe. Made of Swedish cotton 

tweed. In white, beige, or light 
blue. Sizes 8-18 and 7-15. Designed 
by Peter Conte for Milner Rainwear. 
About $30. Available at Gimbels, 
Milwaukee and Philadelphia; 
B. Altman and Co., New York. 






























Is iN THE ATE. 


Right: Plaid co-ordinates by Macshore /% 
Classics need no ironing to retain their y ; 
fresh look. Sizes 10-16, $10.98. In black, ~ 
red, or beige with white. Available at 
Foley's, Houston; McAlpin Co., Cincinnati. 


Above: From Mr. Johns’ couturier boutique 
spring collection—a textured silk-and- 


we a cotton sheath. In black or brown. 

its own ‘ 

r prin Sizes 8-1 8, about $45. 

» cottel At Burdine’s, Miami. 

or light 

esigned Left: Elegant simplicity—Nelly de Grab’s 

ainwear. rayon mock-linen separates. Skirt, about 

Simbels, $8; blouse, about $10. Sizes 8-16. In 

delphia; a gold, wheat, tan, red, muted blues, and 

ew York. black. Available at Bramson’s, Chicago. 35 











HITE ELEPHANTS, as everybody knows, be- 

long only in the zoo, or in the Far East, where, we 
understand, people worship such things. No woman's 
closet, bureau, or budget is big enough to tolerate 
a single white elephant! We're as emphatic about this 
rule with our custom-clothes clients who can afford to 
spend $300 to $1000 for a dress, as we are with our 
young friends who must plan and buy their clothes on 
very limited budgets. 

But many whose style sense is otherwise impeccable 
and who normally select their costumes with great wis- 
dom and taste occasionally succumb to a mad impulse 
and buy a dress or suit that is either utterly unsuited 
to their way of life or is totally unbecoming. Sometimes 
the impulse derives from a wish to “own something in 
fuchsia”; other times it is the urge to “get one just like 
yours.” Almost always, such a purchase becomes a 
white elephant that comes to exhausted rest in the 
back of a crowded closet where, after two or three 
years of life, the poor thing expires from lack of wear. 

The rules that we apply when we plan and design 
whole wardrobes for clients of wealth and social posi- 
tion are just as important and pertinent for women who 
must dress tastefully and well on a clothes budget of 
$25 a month. If you make some of your own clothes, 
you're in luck, for you can have exactly the wardrobe 








“Martier-Raymond” is the happy 
composite of the names of 
Frank Martier (left) and Raymond 
Rivenburgh (right), two young 
American designers. Their 
combined ideas and designs have, 
in the seven years they have 
been collaborating, well 
established them in the 
vanguard of New York's 
haute couture. 


BY MARTIER-RAYMOND CUS! 


no white elephants 
in your closet! 
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you need and can also refurbish your clothes when 
they hegin to look wilted. 

Here are our ten rules for avoiding white elephants 
in your closet. If you heed them all—at the beginning 
of each season when you make important additions 
to your clothes collection—you'll have chased the white 
elephants out of your closet for keeps! 


|. The old rule is still the essential one—plan your 
wardrobe around one basic color with two or, at the 
most, three auxiliary colors. We plan custom ward- 
robes with this rule ia mind at all times. 


2. Start every season with a complete list of every- 


thing you have to wear. Include your favorite acces- 
sories on the list. If you have things in your wardrobe 
that you hate, be strong! Give them away, burn them, 
or remodel them until you do like them. Don't just 
sigh and hang them back in the closet to remind you 
forever of past misdeeds. 


3. With your list before you, study the magazines and 
newspaper fashion pages for “what's new.” From this 
knowledge, select the lines, colors, and details that 
seem to have been created with you in mind. Project 
vourself into the pictures you see, just as, when we 
design gowns for a specific woman, we do so with a 
vision of her in mind. When you've done this visualiz- 
ing, you can plan wisely the purchases you need (or 
want to make) to bring your wardrobe up to date. 


!. When you're planning, be sure to plan each season 
to buy one perfect costume, either a suit or a dress. 
We find that, in the case of our clients, this is usually 
a “perfect” suit, accessorized “perfectly.” With care, 
such a costume will form the basis of your wardrobe 
for many vears to come. 


5. Now it’s time to shop, and to heed a warning. With 
vour list firmly in your hand, tell the salesgirl what you 
want—and beware of the dress about which she says: 
“You really have to see this one on.” A good suit or 
dress has shape on the hanger. Our custom clothes are, 
of course, lined—in some cases boned—for shape. You 


may not find such niceties of (Continued on page 61) 
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Today’s Secretary 


Goes Shopping 





For gala occasions—or for every- 
night dining if you're the romantic 
type—tiny candles that cast a lovely 
glow. Float several in a shallow bowl 
of flowers or leaves. Voila—a delightful 
centerpiece for your table. These float- 
ing candles are only % inch tall, yet 
they'll burn for approximately ten 





hours. Imported from Europe to lend 
a bit of Old World charm to your din- 
ing. Package of 50 candles and three 
floats is only $1, postpaid. Order sev- 
eral for yourself, for gifts and party 
From Floating Lights, 


tavors, too. 
Dept. TS, 37 South Park 
Rockville Centre, New York. 


Avenue, 


Picture of what it takes to achieve 
that well-groomed look. On the left, a 
comb and brush—or perhaps we should 
say a comb in brush—imported from 
Austria. Soft plastic brush slips off its 
handle to reveal a simulated tortoise- 
shell comb. There’s a bright waterproof 





bag for easy toting. On the right, a 
multiple-purpose brush. Number one 
use—to keep your clothes free from 
dust, lint, and the like. For other 
grooming needs, simply unzip the 
leather top and find needles, thread, 
a nail file, scissors, and tweezers. 

Both items are just the right size to 
fit into desk drawer or handbag. And 
the price is a nice surprise. Just $1 





each, postpaid; we’re sure you'll want 
to order both. From Greenhall, Dept. 
TS, 1133 Broadway, New York 10, 
New York. 


“Squaw Boots,” traditional footwear 
of the Navajos, are perfect for leisure 
hours. So attractive with their soft 
leather tops decorated in an authentic 
Indian design. So comfortable, too, 
with their flexible, long-wearing out- 


soles, springy airfoam heel lifts and in- 





soles. Hand-sewn, hand-beaded. A dis- 
tinctive fashion accessory for casual 
clothes. Squaw boots come in rust or 
black with white trim, in sizes 4 to 9. 
The price? Just $6.50, gee From 
Bloom’s, Dept. TS, 311 Sixth Avenue, 
New York 14, New York. 


The stapler invades the kitchen with 
the introduction of Swingline’s newest 
model. It’s designed to fit into a bracket 
mounted to the wall and can be used 
mounted or detached. In addition, it 
comes in a variety of colors to match 
your kitchen. Use this handy stapler to 





tack shelf paper, upholstery, and oil- 
cloth; make lunch bags, party decora- 
tions, and freezer containers; mend belt 
loops, shoulder straps, and window 
shades. 

Swingline’s household stapler retails 
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Save MoneY 


in your office... 


Revolutionary New Paper 

Makes Copies Automati- 

cally in Color Without Use 
of Carbon. 


Eliminates messy car- 
bons, flimsy second 
acd sheets. Easy to use, 


( re / ~~ economical, attractive 
Write for Special 


SY = ) Introductory Offer 
\. FA 
AE $1.95 for 100sheets 


Research Laboratories, Dept. T-3 
545 Fifth Avenue, New York 17, N.Y 













TPS 4 . hee UAGES, VOCABULARY, facts, figures - anything 
ai” spoken can be learned while you sleep with new 
wnt university-tested and proved method. Rush $2.00 


for fact-filled, illustrated instruction book 
SLEEP-LEARNING, ITS THEORY, 
APPLICATION & TECHNIQUE Results 
guaranteed. Satisfaction guaranteed. 
Sleep-Learning Research Association 
P.O. Box 610-P, Omaha, Nebraska 








FREE CATALOG 


SAVE MONEY —NATIONALLY KNOWN 
MERCHANDISE AT WHOLESALE 


TUSSY, DOROTHY GRAY COSMETICS, 
Housewares, Apparel, Watches, Jewelry, Rings, 
Clocks, Appliances, Cutlery, Luggage, Leather Goods, 
Tableware, Novelties & Gifts for the whole family 


JAY NORRIS CO. 487-TS Broadway, NEW YORK 


FREE cocteais 2 5S 
WITH EACH ORDER 

=a) WALLET 
PRINTS 
























Beautiful portrait 
enlargement worth 
Me FREE with 
your order for fa 
mous Roy Wallet 
Prints——-orderallyou 
need for swapping 
perfect for job 
school, passport, and 
ACTUAL SIZE all identification 
o rr Send picture or neg 
(2% x 3% ) ative sith your of 
SATISFACTION §ijc: 
GUARANTEED = cusranteed 


ROY PHOTO SERVICE, Dept. 29 
(P.O. Box 644, New York 1, N.Y.) 








101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I've read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 














THE NEW RECORDS 
A complete selection of 2 voice 
court reporter testimony records 
now available on phonograph rec- 
ords. See page 1. 
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HOW TO SPEAK AND WRITE 
LIKE ACOLLEGE GRADUATE 


have helped thousands of men and women who have not 

had college training in English to become effective speakers, 
writers, and conversationalists. With my new C. 1. METHOD, 
you can stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn the “secrets” 
of conversation. You don't have to go back to school. Takes 
only 15 minutes a day at home. Costs little. 32-page booklet 
mailed FREE upon request. Send me a card or letter TODAY! 


DON BOLANDER, CAREER INSTITUTE 
Dept. 1453, 25 East Jackson, Chicago 4, Illinois 
Please mail me your FREE 32-page booklet on English 
Name 
Address 
City Zone State 








IS YOUR BLOUSE FOREVER 


“POPPING OUT’? _ 
ay ag 
“MOBI's,”’ the instant-on, flat << 
plastic anchors, hold your 
blouse secure inside your 
skirt for that neat, slim, trim 
look all day long. No matter 
how you twist or bend, your __ 7 

blouse stays right where it of 
belongs. Easy to put on— 

easy to take off—won't tear your blouse— 
nothing shows. Only $1.00 a set. Satisfaction 
guaranteed or money refunded. (No C.O.D.'s 
please.) 


VIA PLASTIC 





Dept. S, Fuller Bidg. 
Philadelphia 3, Pa. 








THE NEW RECORDS 


2 new 45 rpm phonograph records 
containing the brief forms and 
phrases are now available for 
swift brush-ups. See page 1. 











What Is Your’“1_.Q@.’’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D19, Box 401, Palo Alte, California. 














POPP? PPPrrPr? 






THE SECRETARY'S $498 
CHARM BRACELET 


Twelve accurate miniatures of the secretary’s 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 13-S, NEW YORK 10, N.Y. 


GIFT 
BOXED 
POSTPAID 








WANT TO BE A CPS? 


Start preparing mow for the next CPS exams 
with our study guide or correspondence course 
(write for prices). Used for 4 years in the fa- 
mous Long Beach, California, course: and by 
students, colleges, and corporations in 32 states. 
tudy Guide, $3.08; Practice Tests, $2.08. Texts 
available. Business Research Associates Incor- 
Por ated, PO Box 7093, Long Beach 7, California. 
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at $2.95. The attractive package in- 
cludes 1000 staples, a wall bracket, and 
fastenings. If not available in your lo- 
cality, write to Swingline, Inc., Dept. 
TS, 32-00 Skillman Avenue, Long Is- 
land City 1, New York. 


Carry your knitting, crocheting, or 
sewing in this handsome new bag. It’s 
made of durable acetate and padded 
vinyl, can be wiped clean in a jiffy. 
Snap lock and frame are a gleaming 
brass color; chain is gold. Bag is 10 
inches high, 5% inches in diameter. Big 





enough to hold your supplies, but not 
too bulky to carry easily. Colors: black, 
white, red, powder blue. Only $2.95, 
two for $5, all prices postpaid. Order 
from Post-Way, Desk KN-21, 30 East 
20 Street, New York 3, New York. 


“Plant Pants” dress up even the 
plainest flowerpots. They're pretty, 
lacy covers that come in two parts, can 
be buttoned over 4-inch or 5-inch pots. 
Made of washable, flexible polyethyl- 
ene to insure perfect fit, always-white 





beauty. Plant Pants are three for $1, 
postpaid; an inexpensive way to bright- 
en room decor. Write: Glasscraft Mfg. 
Company, Dept. TS, P.O. Box 72, 920 
Chicago Avenue, Evanston, Illinois. 


It’s magic—or a reasonable facsimile 
thereof—a “French Basket” that can be 
transformed into dozens of shapes, can 
be used in a hundred different ways. 
In a matter of seconds, you can change 





it from a practical container for wash- 
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ing fruits and vegetables to an attrac- 
tive trivet for hot dishes and casseroles. 
Try it, too, as a cookie plate, a serving 
tray, a fruit bowl. Or, insert a kerchief 





for an_ attention-getting handbag. 
You'll probably find that you're using 
your French Basket constantly. Basket 
is handmade, imported from France. 
It’s rustproof, heat-resistant, easy to 
wash. A wonderful gift item. $2.95, 
postpaid, from French Basket, Dept. 
TS, Box 56, San Antonio 6, Texas. 


Keep luggage, purses, and shoes 
looking like new with “Keithtone 
Leather and Luggage Cloth.” It’s im- 
pregnated with a wonder ingredient 
that cleans, polishes and protects leath- 
er and plastic surfaces against inclem- 
ent weather, scuffing, and abuse. A 
quick “once over” produces marvelous 





results. You'll love the new look it 
brings to all leathers and_ plastics. 
Keithtone Leather and Luggage Cloth 
is 10 by 18 inches, costs just $1, Three 
cloths are $2. It’s a good idea to keep 
one at home, another in the office for 
emergencies. Order from Walling Keith 
Chemicals, Inc., Dept. TS, Birming- 
ham 1, Alabama. 


“Mile-o-graph” makes map-reading 
a cinch. It sets to any scale on any map 
and figures the exact distance from one 
spot to another—and this is done easily 
and quickly, without computing. Sim- 
ply twist knob to set scale, run wheel 
along route, then read mileage indica- 





en 


tor through magnified window. May 
also be used for measuring floor plans, 
blueprints, patterns. Mile-o-graph is 


made of durable plastic and brass. It’s 
motorist, 


an ideal gift for the boat 





owner, home mechanic, sportsman. $2 


each, three for $5, gift boxed and post- 
paid. From The Ridgewood Sales Com- 


pany, Dept. R69, 64-16 Palmetto 
Street, Ridgewood 27, Long Island, 
New York. 


For home or office—letter 
from Africa. They're fashioned from 
Musharagi, Mvuli, and other native 
hardwoods, carved in authentic African 
designs. Use as a letter cake 
and cheese server, Or wall 


openers 


opener, 
dec orative 





hanging. An inexpensive, different gift 
item. Opener, 6 to 8 inches in length 
is $2, postpaid; opener, 8 to 12 inches 
in length is $2.50, postpaid. From Car- 
ter Sales Company, Dept. TS, 1885 
Glendale Drive, Denver 15-F, Colo- 


rado. 











SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
‘ Details free—write today 
CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 
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ACTUAL SIZE By ® | 
22 x 342 ; 





Ideal For Giving to 
PA @ FRIENDS 
@ RELATIVES 
@ CLASSMATES 
Smart Idea for 
x @ COLLEGE & JOB 


APPLICATIONS 
@ PASSPORTS & VISAS s 
And many other uses s 
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MALLET 


y 1 ee 


of your Graduation portrait Pi 





Made on the finest silk-finish, double 
weight paper by the world’s foremost 
wallet photo producer. Send ONE 
DOLLAR with your finished 
graduation picture or glossy print. 
Your original will be returned 
unharmed with order in a very few 
days. 
from one pose. 





Size vo 


E PAY | 
POSTAGE e 


Minimum order: 25 pictures 





| 
( * Ww 


LARGA-PIC — BOX Z- 20 8 
BROOKLINE 46, MASS. s 
Enclosed is $ for pictures - 
Name , ; 
Address i 
City Zone( )State 








THE NEW RECORDS 
2 new elementary dictation rec- 
ords at 40 and 50 wpm are now 


See page lL. 
























available. 
BOTTLETTES GENU 
IMPORTED FRENC 


)A PERFUMES 


Samples from world renowned Perfumers. 
Supply limited—this offer may never be du- 
plicated at this low price. Order several sets 
NOW for GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CoO.. P.o. Box 264 
Dept. P-182-B, Farmingdale, N. Y. 

























ou needn't be! Now you can 
remove unwanted hair forever 


TROUBLED Sagara an 
with cl gly 


ator! Acclaimed 








usands of women who 
UNWANTED have discovered how Mahler 
stroys the hair root perma- 
nently! By following our instruc- 
tions you, too, can learn to use 
the Mahle sfely and effi- 
ciently! Positive money-back 
varantee! Act today! 
qa — 


Send 5¢ for illustrated 16-page 


booklet “New Radiant Beauty’! 











ORIGINAL BLACK HILLS 
GOLD EARRINGS 


by Thorpe 
$12.7 


FED. TAX & 

POSTAGE INCL 
GOLD EARRINGS designed by Thorpe ex- 
quisitely fashioned from Black Hills Gold 
by master craftsmen who have worked in 
gold all their lives. Soft sculptured grape 
clusters and leaves in green, red and 
yellow gold produce an unusual design 
of rare beauty. 


Send check or money order TODAY. 
Specify screw back or plerced style, 
FREE CATALOG SENT ON REQUEST 

F. L. THORPE & CO. 

Dept. 12 Deadwood, South Dakota 


PER 
PAIR 








La dies, he the Life of the Party with 
GAG CARDS 


Always good for a laugh... Anytime. 
Anywhere. Pass them out to friends, rela- 
tives, business associates. They'll roar 


Go 
a) 
every time. Wonderful ice-breakers. 


45 CARDS (3 ea. of 15 Timely Gags) Only $1.00 Ppd 
DELUXE CARD CASE. GAG CARDS 


CALF FINISH 
PO 8Ox 8 


RAPID CI 



















SOUTH 


SThin Hair 


NOW- 


HORMONEX SERUM 
FOR 
HAIR AND SCALP 











Helps restore liveliness, body to 

thin, mistreated hair--at once 

Helps give scalp natural female 

hormones required by woman's 
body to stay young, attractive. Stimulates tiny blood ves 
sels in scalp, brings more blood to scalp feeds hair 
roots! Helps thin, dyed, bleached hair look fuller, heavier 
livelier, hold wave better. Gives wonderful highlights with 
out greasiness. Drop directly into scalp. See thin, lifeless 
damaged hair—look younger, healthier, heavier—or money 
back Handy dropper bottle, 2 months supply 


SEND NO MONEY—7 DAY TRIAL TEST 
Send name address 
C.O.D. postage and tay 
fied with first results 


and Pay only $3.50 on arrival plus 


on guarantee you must be satis 
or return remaining HORMONEX 
SERUM for Hair and Scalp for money back. Or save 
money. Send $3.85 which includes tax and we pay postage 
Same guarantee 


MITCHUM COMPANY, Dept. TS-H2, Paris, Tenn. 


WHOLESALE CATALOG! 


Big Discounts for your own use. 


Appliances, typewriters, phonographs, 
watches, jewelry, housewares. 


GLENN SWOFFORD 


1023 Gregory St., Greensboro, North Carolina 


BOOK MANUSCRIPTS 


CONSIDERED 


by cooperative publisher who offers authors early 
publication, higher royalty, national distribution 
and beautifully designed books. All subjects wel- 
comed. Write, or send your MS directly 
GREENWICH BOOK PUBLISHERS, INC. 
Atten: MR. BIDDLE 48¢ FIFTH AVE 
NEW YORK 17, N. ¥ 
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The Grass Is Always (Greener... 


IT IS HUMAN NATURE 
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BY MARGARET OTTLEY 


you read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Manual. 


s counted in groups of twenty “‘standard”’ words each, so that you can estimate your reading speed. 





BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


To What Business Organizations Do You Belong 


™ "| 4A VANCE YOUR 
SECRETARIAL CAREER 


Fa y 
- rot - 
>. “s i he 
. . Fal 


Certified Professional Secretaries attend a poetry class at the Vassar 





Institute for Women in Business, Vassar College, Poughkeepsie, N.Y. 


N ANOTHER few months thou- 
sands of potential secretaries 
will take their places alongside 

veteran secretaries in offices all 
over the country! As a professional 
secretary, what recommendation 
would you make to these young 
people for improving their service 
in an office and advancing their 
secretarial careers? To what pro- 
fessional organizations do you 
recommend that they belong? 


Won't you pass along any infor- 
mation that will help us acquaint 
our readers with your organiza- 
tions? To what secretarial associa- 
tions do you belong? 

If you are a member of the 
National Association of Legal Sec- 
retaries, the National Secretaries 
\ssociation, the Business and Pro- 
fessional Women’s Club, the Junior 


Chamber of Commerce, or similar 
organizations, write and tell us 
about your activities. Include in- 
formation that we might pass along 
to others seeking secretarial careers. 


HERE ARE some examples of what 
secretaries and secretarial students 
are doing to prepare for their places 
in the business world. As we write 
this, our desks are piled high with 
shorthand entries from OGA con- 
testants all over the world! Also, 
there are approximately fifteen 
thousand students entered in the 
International Bookkeeping Contest, 
in which many beautiful prizes are 
offered. 

You will want to improve your 
skills and advance your secretarial 
career, too! If you have not already 
applied for membership in the 
OGA (membership entitles you to 
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wear the beautiful OGA triangle 
emblem pin or bracelet charm) turn 
to the test on page 46 this month. 

While you are about it, read the 
instructions for the OAT and the 
Competent Typist speed test. It is 
possible to win Honorable Mention 
and the gold OAT Emblem Pin on 
superior performance in typing the 
OAT Test. No errors or erasures 
are allowed—but you may repeat 
the test until you have written a 
perfect copy. 

Students and stenographers in 
shorthand speed-training classes 
have only a few months left in 
which to earn the shorthand speed 
awards! What is your speed: 140, 
160, 175, 200 words a minute? 

Turn to the tests in Business 
Teacher and in this magazine and 
see how many of them you are 
able to pass this month. 

As you will see in the following 
advertisements recently published 
in Court Reporters Journal, it will 
pay you to practice! 


RePporTER—wanted for general re- 
porting work in a Philadelphia of- 
fice. Experience not essential. Fully 
qualified person should earn about 
$10,000. 

Wantep—Shorthand reporter for 
general reporting office in Cleve- 
land, Ohio. Will guarantee $5,200. 
Can earn $8,000. Must be a short- 
hand writer. Please state qualifica- 
tions. 


SucH positions offer a challenge for 
you. Devote your time and prac- 
tice to obtaining satisfactory profes- 
sional secretarial skill! 


45 








About Club 
Prizes 


@ In addition to the certificates, 
a club-prize pin is awarded at no 
additional charge to the student 
making the best record in a group 
of 15 or more students submitting 
the following tests: 


15 or more qualifying shorthand 
speed tests, 5 minutes 


15 or more qualifying shorthand 
speed tests, 3 minutes 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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15 or more qualifying Theory Cer- 
tificate Tests 

15 or more qualifying Typing Ac- 
complishment Tests 

15 or more qualifying bookkeeping 
tests 





ing tests. The Gregg Ovals pin will 
be awarded on the Theory Test, 
and the respective shorthand speed 
pin at 60, 80, 100, and 120 words 
a minute will be given for the 5- 
minute shorthand speed tests. 

A club-prize pin is also awarded 


on 10 or more qualifying OAT, 
CT, and OGA Tests, the winner 
to be determined by the examin- 
ing committee. 

The procedures outlined in the 
Gregg Awards Booklet are to be 
followed in submitting the applica- 
tions. The booklet is free to teach- 
ers and office trainers. 


15 or more qualifying transcription 
speed tests 


15 or more qualifying filing tests 
The OBE French-blue-enamel 
and gold pin will be given on the 


3-minute shorthand speed, TAT, 
bookkeeping, transcription, and fil- 








“Y 


ae 
oO 


Oo 
lO ae er 
a 
ad 


oo 2 
eee e- > 7? 5 er 
o Pes ws i FS & ti, —_ 

















TODAY’S SECRETARY @ March, 1957 











[Current Date] Words 


Mr. Harold M. Tallman, J. Brian & Sons, 4908 Sulli- 10 
van Avenue, Cincinnati 8, Ohio. Dear Hal: Enclosed 2 
is the missing page from the manuscript we sent you __30 
for typesetting. Our copy editor was holding it upto 41 
check some facts, and inadvertently we mailed you 51 
the rest of the manuscript before this page was ready. £2 

Do you think you will be able to let us have the 72 
booklets by March 15? We are running an ad inthe 82 
April issue of The Homemaker and are offering this 92 
booklet free of charge. We expect a deluge of requests 104 Spe sh renee 
for the booklet and would like to be prepared forthem. 115 strikeovers), (4) uniform indentation 

When the galleys for this job are ready, why don’t 125 ance 
you send them direct to Miss Walsh. I plan to be out 136 nae paragzega, oven in single- 
of town for the next three weeks and don’t want the 146 ee eat 
galleys to lie on my desk until my return. Miss Walsh 157 
will take care of the proofreading and dummying. 167 

Let’s make that golf date soon. I don’t want to get 178 
too rusty! Sincerely, Donald C. Connor 186 


OAT 
JUNIOR 


Using either plain paper or 
letterhead, arrange this letter 
attractively on a full sheet. 

Use the word count to 

keep track of your production speed. 
Check your work for: 

(1) good placement, (2) neatness 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 


CT pin; 75 cents for each higher- 








speed CT award. ¢ Be sure your name 
ry i - i address appear on your paper. 

Bookl R p ot ; 
et on Removing Stains page 2 °¢ Any group of papers submitted 
should be accompanied by a typed 


list of names, designating the award 


effective suggestion for the removal is to I oon not allow- 


om, 

ing the stfelin to set. But, before attempting to take out a spot 

he . . 

of any kind, it%q necessary to know both the type of stain and the SS OF eee. we See ee 

y : ‘“ ry Coll. aS = CT (page 48), and OCGA awards un- 
fabric. Frequently, a light sponging with water is all that is til April 20, 1957. 


desired by each candidate. ¢ Test ap- 
plications received without fees are 


held thirty days only. © March copy 











A 
-7 
needed to remove an walmews stain that seems to be nonfgreasy. 


the 


Never use hot water, for this tends to set stain. 


Such spots as ink, rust, iodine, mildew, and fruit and grass 


4 OAT 
Stains on cottons, linens, and some rayons (often/éan\be bleached A 





out with jfavelle water or a Norine solution. When using any kind 
cry 
of bleach, however, itg wise to apply the solution wjth an eye 
mw 
dropper, being careful to drop the bleach directly and to avoid 


getting it on the surrounding fabric. The material should also be 


_— 
rinsed well immediately afterwards to : overfhleaching or 
weakening the fabric. 


According to statistics, food stains are the most commonostetrs, 
Coffee, tea,and chocolate seems to be the chief offenders. Coffee 
and cho¢date stains can be removed from cotton and linen by spong- 
ing with cold water; in the case of silks and wools, removal of 
such stains requires an application of glycerin followed by hydro- 
gen peroxide. Tea estan sie to an old-fashioned method--the 

” tes FO pec 
application of lemon juice followed by exposure, until the stain has 
been bleached out. A brief soaking n borax solution, followed by 
a thorough rinsing, will ee stains. 


In order to remove a grease spot, the use of a solvent such as 
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SENIOR 


Use a full sheet of plain, white paper 

for your original, and make two carbons 
of the manuscript page alongside. 

Type carefully, and be sure to make all 
the corrections indicated on the page. 


To qualify for the Senior Award, 
you must submit the Junior Test (the 
letter that appears above) as 

well as a corrected copy 

of the rough-draft page. 


Both tests may be retyped until 
you feel that the copies you are 
submitting represent your best work. 

















MARCH COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

(This copy should be double spaced.) Words Words 

Belonging and being needed are im- 7 happy in being just secretaries. They 334 
portant to anyone who works. You may 1 do a fine job, but they want to go on. 342 
even find that they are as important to 22 They hope some day to be either an x49 
you as the salary you are paid. If you 30 executive assistant, a supervisor, a 357 
do not have these factors in your job, 38 training assistant through the person- 36 
you will probably be dissatisfied. You 46 nel department, or an office manager. 372 
will feel that your job is not quite right 55 Having been bitten by the bug of am- 379 
for you; you will feel that you have not 63 bition, they look for ways to improve _ 387 
yet found your particular business 70 their power and potential. They go to 3m 
niche. When you work, you spend most 77 lectures on management whenever they 402 
of your waking hours either on the job, 85 can; they read all the books they can 409 
preparing for the job, or traveling to 93 find on how to grow on the job. 416 
and from the job. It seems rather fool- 101 Such secretaries are likely to prefer 424 
ish, therefore, not to enjoy your work. 109 working with a large firm rather thana 432 
You will probably find that it is well 117 small one, because they feel there is 439 
worth your while to try to discover 124 more chance for advancement. They 446 
your business niche. 129 are likely to join a professional club or 455 

Do not overlook, however, the fact 136 a business organization, hoping that 462 
that this niche must be earned. You 143 through this association they will be 470 
cannot expect to find acceptance and 150 able to pick up some pointers for the 477 
security in your job if you do not merit 159 future job. They have to be careful to 485 
them. A good worker is one who is not 166 find the right job, with a boss who will 493 
only alert and competent, but also well 174 appreciate what they have to offer. 501 
groomed and emotionally stable. Your 182 But it is always a delight to meet a_ 508 
employer hopes that you will be happy 190 secretary who says, “I love my work. 516 
at your job, because people poorly 197 My job was just made for me.” Such a _ 523 
placed cause constant turnover and this 205 person will want to learn more and _ 530 
is costly. 207 more about her work, the company and _ 538 

There are many reasons why asecre- 214 its policies, and the detail that can be 546 
tary may be unhappy and discontented 221 taken off the shoulders of heremployer. 554 
with her present job. She may be anen- 229 She is constantly being praised by her 562 
thusiastic person who wants to work 236 employer because she is a joy to have 570 
for a dynamic man but finds herself 243 around. She is not necessarily interested 578 
working for the type of employer who 251 in becoming part of management; she 586 
wants his fingers on every bit of detail. 259 just wants to be as good a secretary as 594 
Or she may not really be qualified to do 268 she can be. If she knows that she needs 602 
a good job. Another thing that affects 276 to brush up on her shorthand, typing, 609 
a person is the size of the office in 283 spelling, or grammar, she will do some- 617 
which she works. Some like the bustle, 291 thing about it. 620 
excitement, and competition of a large _ 299 The size of the firm does not matter 628 
firm. Others are much happier in a_ 306 to such a secretary. She is as happy in 636 
small office. They are overwhelmed at 314 a small firm as in a large one. All she 644 
the thought of big business. 320 wants is to do a good job andtohavean 652 

Then there are those who are not 327 employer with whom she will click. 659 


(Repeat from the beginning to complete a ten-minute test.) 


Adapted from The Road to Secretarial Success, by Irene Place, Ed. D., 
and Madeline S. Strony. Copyright 1954, McGraw-Hill Book Company, Inc. 
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TRANSCRIBING SPEED PRACTICE 





] terial belou the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of 
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THE GREATEST 





SHOW ON EARTH 


(Continued from page 15) 





marked “Hotel.” When this flag is up, it means that 
meals are being served. Inside the tent a group of 
ordinary-looking people in street clothes were eating a 
ham dinner and nibbling immense cream pufts. They 
sat at tables covered by checkered cloths and were 
served by white-garbed waiters. “Each of us has an 
assigned seat,” Erma explained. “Over there is Miss 
Mara, who hangs by her heel from a trapeze. Those 
three young fellows are jugglers; and there's Trevor 
Bale, the tiger trainer.” To an outsider, these cou- 
rageous stars could have passed for bank tellers, 
secretaries, sales managers, and other less glamorous 
personnel. Only the clowns in their make-up revealed 
that this was no ordinary group. “Performers are not 
allowed to enter in costume or make-up,” Erma told us. 
“The clowns are the only exception. Their make-up is 
so elaborate and involved that they keep it on between 
shows.” 

Erma showed us the table where she and the other 
office personnel sit. In addition to Erma, there are 
three other secretaries who travel with the circus. 
Geraldine Uscicki, a poised, attractive girl with the 
grace and beauty of a model, is secretary to Mr. 
Michael Burke, the executive director. Joe Hodgini, 
handsome secretary in the legal department, was a 
trapeze artist until recently, when he decided his 
success would be more predictable peering into Gregg 
notes than into the big top’s spotlights. In the ac- 
counting department, Bernard Murphy is the “first of 
May-er” (newcomer in circus lingo), who efficiently 
takes care of matters secretarial. Erma also introduced 
us to Edna Antes, who handles the astonishing task of 
keeping track of each of the thousands of tickets sold 
for every performance—advance sales for shows in 
cities many miles and many days away as well as those 
that are sold on the lot for that day’s matinee. Like 
Erma, the young people on the office staff all agree 
that there is no job as exciting as working with 
Ringling Brothers. 

“It's a chance to really get to know people,” Erma 
said. “We cover some 15,000 to 20,000 miles and per- 
form in about 150 cities in the United States, Canada 
and Cuba, each season. You meet a lot of people, 
including a long roster of celebrities—evervbody from 
Marilyn Monroe to Ernest Hemingway. I have many 
friends all over the country. And then there is the 
experience of working with the circus performers 
themselves. They're wonderful people—many Euro- 
peans and some Asiatics. They've usually traveled 
widely and have fabulous stories to tell about the 
places they've been to.” 


ERMA HAS HEARD A GOOD MANY CIRCUS STORIES, but 
some of her favorites are those contained in The 
Clown, the fascinating autobiography of Emmet Kelly, 
one of the most famous of all clowns. Erma knows 
these especially well, for she helped Emmet Kelly in 


the preparation of his book. He lived in the Pullman 
car next to Erma’s and during their free time he dic- 
tated to her the story of his lite and his amazing 
experiences as sad-faced Willy. “I felt honored that 
[ had even a small share in the book,” Erma said with 
admiration shining in her eves. 

Climbing over tent ropes and electrical cables and 
nimbly slipping under tent canvas, Erma showed us 
some of the dressing rooms. “Like the performers, 
each staff member has a trunk that’s brought to the 
lot every day,” she told us. “When we enter a town, 
we can never be sure what the circus lot will be like 
or how the weather will be. 1 keep an extra sweater, 
rain clothes, and muddy-lot shoes in my trunk. We 
each have an assigned spot for our trunks in one of 
the dressing rooms. No matter whether we're in Maine 
or Arizona we know exactly where on the lot our 
trunks will be.” 

As we wandered around the circus back yard, we 
noticed that here and there were towels, socks, mas- 
culine and feminine unmentionables, and other emer- 
gency wash strung between the sturdy tent ropes of 
the dressing rooms—a homey touch that made _ us 
realize that glamorous circus people have as much 
difficulty as their stay-at-home counterparts in keeping 
themselves neat and attractive. 

“Mud and dust are such a problem,” Erma sighed, 
looking down at the heavy laver of dust that had al- 
ready collected on her brightly shined shoes. “Keep- 
ing clean is an almost impossible job, especially on a 
bad lot like this. A truck waters down the grounds in 
the morning, but by the time several thousand people 
have tramped around all the dust is stirred up again. 
I can't put finished letters out on Mr. Morgan's desk 
when theyre ready for his signature. | have to put 
them inside the desk. If I didn’t, he’d need a broom to 
sweep away the dust before he could sign them!” 


AS WE RETURNED TO ErMa’s OFFICE, two young men 
stuck their heads in the door and asked about jobs 
as circus hands. She directed the men to Mr. Morgan 
and then turned to us. “We always can use more men 
to help with the tents and loadings. We take on a few 
new men in almost every city.” 

“And_ secretaries?” 

“Well, there are only four of us who travel with the 
circus, and there isn’t much turnover in our jobs.” 

Were sure there isn't. Each spring many secretaries 
probably wish they could run off with the circus. But, 
they think, who wants to carry water to elephants? 
Who can walk a tightrope? Probably not many busi- 
ness girls realize that such fascinating work is available 
for four fortunate secretaries. 

“I know I'm lucky to have this job,” Erma said. 
“LT have all the advantages of being a secretary plus 
the excitement and heart-warming experience of being 
part of The Greatest Show on Earth.” 
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OFFICE SHOPPING CENTER 





New opportunities for on-the-spot han- 
dling of everything from simple corre- 
spondence to complicated reports are open 
to the businessman with the Peirce “Secre- 
tary.” This book-sized, 4%-pound dicta- 
tion machine operates on two self-con- 
tained batteries, as well as on office, car, 
Unlike miniature 
the battery-powered 
a complete dictation 
it incorporates instant playback and 
review, full-context listening, and end-of- 
letter and instruction markings. Its mag- 
netic belt holds fifteen minutes of dicta- 
tion—may be transcribed on standard office 


and home current. re- 


cording machines, 
Peirce Secretary is 


unit 





units ¥or complete information, write to 
Peirce Dictation Systems, Dept. TS, 5900 
Northwest Highway, Chicago, Ilinois. 


Simplify and speed up the indexing of 
card files with AICO’s “Self-Indexer.” Slip 
into the Self- 
Indexer—the combination of the two re- 


anv standard-sized card 
sults in an index guide standing * of an 
inch above the other cards. The Indexer 
holds the card securely, yet allows entries 
to be made on the card without removing 
it from the Indexer. Heavy-gauge plastic 


won't chip, crack, tear, or split—outlasts 








most ordinary index-guide material. The 
AICO Self-Indexer is available in standard 
ird sizes and in tabulating-card size. Fos 
further information, write to the G. J. 
Aigner Company, Dept. TS, 426 South 
Clinton Street, Chicago 7, Illinois. 


The Rex-Rotary “D-280” duplicator in- 
troduces a new inking system that saves 
up to 35 per cent ink consumption and de- 
livers printed copies of high quality. Rub- 
ber ink-distributing rollers replace cloth 
rollers, and the ink-distributing tube is of 
t diameter large enough to permit the use 
f a quick-drying paste ink. The new ink 

comparable to printer’s ink, provides 
niform distribution, and requires a thin- 
ner ink deposit on the paper. 

The Rex-Rotary D-280 is fully auto- 
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matic and will print on any paper from 
onion skin to cardboard. For information, 
write to Rex-Rotary, Dept. TS, 19 West 
31 Street, New York 1, New York. 

A wonderfully convenient organizer 
that saves minutes and hours of valuable 
time every day in the week is this combi- 
nation automatic “Phone 
“Magnetic Mechanic 
slide the 
letter in the Index, de press, and you have 


Index” and 
Pencil” set. Simply 
tab down or up to the desired 


the number you want at once! Index cover 
opens to reveal the entire page of numbers 
under that letter. Index comes with match- 
ing Only 


pencil. 


magnetic mechanical 





$1.75, postpaid, per set. From “World 
Wide” Industries, Dept. TS-2, 123 Mercer 
Street, New York 12, New York. 


Revive old typewriter ribbons or pro- 
long the lives of new ribbons by rewinding 
them through the “Sten-O-Aide.” No need 
the typewriter 
takes just a minute. Occasional treatment 
is said to make both black and colored rib- 
bons last three 


to remove ribbon from 


to five times longer. Costs 
applic ition. The 


less than 2 cents 


Sten-O- Aide, 


pel 


' ° 
necessa4’ry chemicals, and 





instructions are 


complete packed in one 
kit that sells for $5.50. From Sten-O-Aide 
Products, Dept. TS, P. O. Box 113, Grand 
Rapids, Michigan. 
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HAVE YOU HEARD 
about STENOGRAPH 


modern machine shorthand? 





Stenograph is the machine way in short- 
hand. Words are written by sound, in plain 
English letters, or combination of letters. 
These printed notes never get ‘‘cold.’’ 

You can read the actual Stenograph notes 


below. Just read across—one word to each 
line: 


P E G 
H A Ss 
A 
P E T 
K A T 


K A T 


These plainly printed notes show just a 
few reasons Stenograph is faster and 
easier to learn, to write and to tran- 
scribe. 


Stenograph is fast, accurate. Because higher 
speeds are easily attained, machine opera- 
tors quickly take and transcribe much more 
dictation. They are also able to take top- 
level executive conferences, sales meetings, 
etc. Many high-speed operators enter the 
very well-paid and interesting reporting 
profession. 


For top jobs and top pay as a stenog- 
rapher, secretary or reporter, learn 
more today about Stenograph. 

STENO 


Stenographic Machines, Inc., Dept. 1-357 
318 S. Michigan Avenue 
Chicago 4, Illinois 





IRAPH 





Gentiemen: Please send more information 


Stenograph machine shorthand. 


Present Position 


Address 


| 
| 
| 
| 
Name : | 
| 
| 
| 
| 
| 
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For the benefit of 
Secretaries who 
prefer a soft red p 
typewriter eraser in | 
a more convenient 
shape, A.W.FABER 
has produced 
EraserStik 7066 
and 7066B. This 
completes the 
EraserStik service 
which has changed 
America’s erasing 
abits. 
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Whatever your preference 
—either our all-utility 
gray EraserStik (7099 

and 7099B) or our 
gorgeous new Red Head 
—you now can have /|& 
the convenience and 
the efficiency of the 
better, modern erasing 
method—the EraserStik 
method. 


Your Dealer carries 
both styles. 
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A.W.FABER 


CASTELL 


PENCIL CO 


INC. e NEWARK 3.N. J 


ASK THE EXPERTS... 


(Continued from page 6) 











more natural in ordinary writing and 
speech, to use organization and division 
as adjectives. In more formal writing. 
however, organizational and divisional 
may be used. 


Q. Which is the correct verb for this sen- 
tence: Twelve each of this item (is, are) 


required, 


A. The verb in this sentence should be 
are, to agree with the plural subject 
twelve. Each is in apposition with twelve 
and therefore does not affect the number 
of the subject. To test. omit the word 
each: Twelve of this item are required. 





We invite you to send 
questions that you have pertain- 
ing to Business English, Type- 
writing, Business Law, Secretarial 
Practice, Business Arithmetic, 
Filing, Shorthand, or Bookkeep- 
ing. Your questions will be 
answered by our experts in a per- 
sonal letter and also in this col- 


us any 


umn. In the column, only ques- 
tions and answers will be used— 
no names will be mentioned. 














Words 


(Key to teasers on page 26) 


WANTED: VOWELS! 


1. abeyance; 2. acquaintance; 3. be- 
reave; 4. cafeteria; 5. mischievous; 6. re- 
cruit; 7. patience; 8. pierce; 9. piteous; 
10. yield. 


SAME LETTERS, DIFFERENT ORDER 


1. a. diary, b. dairy; 2. a. silver, b. sliver; 
. a. post, b. stop; 4. a. casual, b. causal; 
a. quiet, b. quite; 6. a. lead, b. deal; 
a. hose, b. hoes; 8. a. lame, b. male; 
. a. feat, b. fate; 10. a. martial, b. marital. 


1 ot co 


~~ 
— 


CHANGING DOUBLES 


1. feel; 2. beet; 3. look; 4. wood; 5. poor; 
6. peel; 7. seen; 8. roof; 9. feet; 10. breech. 


CAPITAL VERSUS SMALL LETTER 


1. A period in history, as the Stone Age, 
the Machine Age; 2. A specific canal, as 
the Erie Canal, the Suez Canal; 3. The 
Greek god who was supposed to hold up 
the earth; 4. A city in Montana; 5. A 
country in Asia; 6. An exclamation, also 
zero, also a symbol for oxygen; 7. A fra- 
ternal organization; 8. The House of Rep- 
resentatives; 9. The Fourth of July; 10. 
The Seine River in France. 


“WHO” OR “WHOM”? 


who: 2, 3, 4, 8, 9. 
whom: 1, 5, 6, 7, 10. 
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( Advertisement) 
Remarkable Speed Achievements 
Through Phonograph Records 


Why is everyone turning to phono- 
graph records for speed building? 
Repetition practice is the answer. 
Rhythm and poise in writing is more 
easily developed. This reduces waste 
motion between strokes. Consequent- 
ly the hand moves faster. Students 
are quick to profess the ease with 
which they move from 60 to 80 to 
100, and up to 120 through brief 
practice sessions from phonograph 
records. This is accomplished by a 
series of timed dictation “takes” pro- 
gressively arranged to permit the stu- 
dent to graduate from one speed to 
another as her efficiency progresses. 
This system has had remarkable re- 
sults as shown by the quick up- 
surge in speeds among those students 
who have used records. Usually the 
entire system is used from 60 to 130 
wpm, thus effectively combining pen- 
manship drills with speed practice. 
For further information regarding 
this amazing new method of increas- 
ing shorthand speed, see important 
message on page | of this magazine. 





© Do it right, better, faster with 
THE 

SECRETARY’S BOOK 

S. J. Wanous and L. W. Erickson 


Up-to-the-minute, widely-used guide for 
busy secretaries. Helps you get more done 
more efficiently—typing timesavers, hints 
on keeping files, better shorthand, writing 
attractive letters, correct grammar. Covers 
writing cables, stencils, reports; preparing 


callers: effective 


legal papers: handling 
phone technique; etc. 142 ills., 597 pp.. 
Rev. Ed., Rev. Printing. $4.25 


© Complete guidance on... 


HOW TO 
FILE AND INDEX 
Bertha M. Weeks 


Tested methods for faster finding, quicker 
filing, better space economy. Valuable infor- 
effi- 


ciency; hiring, training personnel; legal re- 


mation on reorganizing for greater 
quirements for retaining papers; microfilm- 
ing; etc. ]1] ills., 306 pp., Rev. Ed., Rev. 
Print. $4.50 


At bookstores or direct from: 





THE RONALD PRESS COMPANY 
26th Street, 


15- East New York 10 














STRATEGY 


(Continued from page 43) 
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WALLET SIZE 


PHOTOS 


) PLUS 10¢ 
for SHIPPING 


SIZE: 22 x 3¥2 





> SAMPLE “= 
=~ RESUME : 





Here’s the PHOTO 


o . 
secretaries everywhere are using 
You receive free, three full pages —a one page sample resume and 
two pages of instructions, to help you prepare resume to use with wallet 
photos. Order extras at same time for gifts — relatives, family, friends 
and identification. Your original returned unharmed with 25 special 
quality 2%, by 3, silk finish, double weight photos plus resume. 

You'll love your pictures or money returned. 


- 
APPLICATION PHOTOS, Dept. 32 


| 25 | 
Box 271, Salem, Mass. FOR 
| We enclose portrait or photo and $ ~ for a 
| wallet photos and free sample resume and instruction sheets. $1 | 
| NAME a. _____ FROM] 
ONE 
j ADDRESS : oe eo a pose! 
0 UT ccccccrsnesdonensianinhineicti nae seni ! 


Printed name and address assures faster service 








BOUND VOLUMES AVAILABLE! 


Each year in June, Business Education World and Today's 
Secretary copies are bound with a heavy leather cover into 
one complete, easy-to-handle volume. Many back issues are 
still available. Check the listing below and send your order to 
Gregg Magazines, 330 W. 42 Street, New York 36, New York. 


Today’s Secretary 


Vol. No. Available Price 
56 September 1953-June 1954 6 $4 
57 September 1954-June 1955 12 $6 
58 September 1955-June 1956 22 $6 
Business Education World 
34 September 1953-June 1954 6 $4 
35 September 1954-June 1955 10 $6 
36 September 1955-June 1956 28 $6 














NOW TODAY'S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY'S SECRETARY, keep your copies orderly, read- 
ily accessible for future reference. Guard against soiling 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle; allows any copy to be removed. 

These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 

Only $2.50 each, 3 for $7.00, 6 for $13.00, postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 
unconditionally guaranteed or your money back. 


Jesse Jones Box Corporation, Dept. TS 
P. O. Box 5120 
Philadelphia 41, Pennsylvania 


Please send me, postpaid, 
files. | enclose 





| 

| 

TODAY'S SECRETARY 

Bill Me () | 

Nome | 
Address 
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Graffco never 
lets me down! 





wove? l= 


Nu-Vise Meta! Prowcting 
Segnais for “Vertical” Records 








How I used to dread the sudden call 50) 450 
for facts and figures. They were in the 
records and on the maps ... but where? 
Now Graffco Signals and Maptacks 


spotlight all important classifications for 


Nu-Viz Meta! Signats 
for “Visible” Records 


alee \_ 

\ac 

\ - et s 

Jonne", - s 
: 3 


2 
Cetlugrat Transparent Signals 
for “Visible” Records 








instant action. And as reminders, they 
never forget! There is a special Graffco 





product for every kind of record hous- 
ing, maps and charts. Write for free 
color folder describing them all. 


















Gra Uf if co sed MAPTACKS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 
54 Washburn Avenue, Cambridge 40, Mass. 


SSS 
Crimpgrat Transparent Signals 
for Protected “Visible” Cards 









AICO’S NEW : 
SELF-INDEXER , | 
for CARD ae’ / ) 


SAVES SPACE, 








TIME—LABOR—MATERIALS 
+|// yf \= 

/ 9 

Fans 














Any Card Inserted Into 
AICO’S Transparent... 


Plastic “SELF-INDEXER’’, 
(shown above), becomes... 


An Index Guide 
At Guide Height! 


It’s The New, Faster, More Economical 
Way To Index Your Card Files! 


With AICO’s new, transparent, plastic, ““Self-Indexer”, you can make 
in seconds, an Index Guide out of any card in your file. Just slip the 
card into the double lip at the top and the slot at the bottom of the 
“Self-Indexer”, .and, the combination becomes an Index Guide, at 
guide height, %” above the other cards. Made of heavy gauge plas- 
tic, the “‘Self-Indexer’”’ won't chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special sizes made to order. 


FREE: Write Dept. 50 For Free Sample, 
«—) +1649 literature, & name of your nearest supplier. 
44-16 23rd St., Long Island City 1, N. Y. 


INDEXES 426 S. Clinton St. 





Chicago 7, Illinois 
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BECAUSE THE BOSS JUDGES YOU by the letters you give him, isn’t it 
aggravating to have your typing skill frustrated by a ribbon that doesn’t do 
you justice? This won’t happen if you use a SilKeeLox ribbon. And the one 

Smell 
| A who receives a letter typed with a SilKeeLox ribbon will think well of the 


company and the man who sent it. 


But the attractiveness of your work is only one of several reasons for using a 


SilKeeLox ribbon. The fineness of the fabric which means better originals 
also means better carbon copies. The same fineness 
of fabric permits 50% more yardage on the spool— 
hence much longer wear and fewer 
° : 
ribbon changes. 
| 0) f) G We suggest you try a SilKeeLox rib- 


bon... in just the degree of inking 





you prefer . . . and discover for your- 


self why this Silk ribbon by Kee Lox 
: , —S 
Designed to is indeed the Ribbon of Ribbons. ~F>-- Cx 2. 
make a good 


Distributed by Kee Lox branch offices in 


a The Secretary: The First Lad 
major cities and by authorized dealers. ’ Y 


of Industry and Commerce 
impression 


KEE ]ox, » -xuractunine COMPANY | Dept. 15258 


Carbon Papers and Inked Ribbons Rochester 1, N. Y. 
é. OVER SO YEARS OF GOOD IMPRESSIONS 
i TODAY’S SECRETARY @ March, 1957 
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WHAT KIND OF 
SECRETARY ARE YOU? 








better look into... 


Applied Secretarial Practice 
FOURTH EDITION 


—Gregg, Fries, Rowe, and Travis 


If you are now a secretary or are planning to be- 
come one, here is the book you need to help you on 
your way toward being really successful. Applied 
Secretarial Practice emphasizes the importance of 
developing the “whole secretarial person” and 
shows you how to go about achieving that goal. 


You will find interesting chapters on your personal 
qualities, self-improvement, dress and grooming, 
job finding and job success, meeting the public, tak- 
ing dictation and transcription, filing, writing busi- 
ness letters, travel and transportation, handling 
money and maintaining financial records, Other 
chapters give you the latest information on using 
secretarial equipment and supplies, sources of in- 
formation, communication services, office ma- 
chines, and duplicating processes and equipment. 


A very useful feature of the book is the Appendix 
containing: information and refreshers on gram- 
mar, word division, punctuation, abbreviations, 
capitalization, geographic names, and correct forms 
of address. 


Certainly here is a book that can help you be- 
come a really successful secretary ... and help you 
get that raise, too! Better look into it today! 
Teachers and Training Directors: let us bill 
you at the usual educational discount. 





ges s======= CLIP COUPON AND MAIL TO:==<====s==89 


GREGG PUBLISHING DIVISION/ McGraw-Hill Book Company, Inc. 
330 West 42nd Street, New York 36 


Please send me: 


copies of APPLIED SECRETARIAL PRACTICE, 
Fourth Edition, @ $3.48 


Cash enclosed [) ¢.0.b. 

I Aicbiisitsicanars nipighadisibersasinanersiinbiiatelestalalnenins 
Sc ceainadinciinecenssdglicnebiacatiebtepabeianssticniantadailcnieyes 
SED sets anioneinionisiednn Nenana BOUE.....525. ee 
Ts-3 
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AUTOMATION AND YOU 


(Continued from page 23) 





soundlessly, curtains shift, maps and motion-picture 
projectors appear. Every office has individual controls 
for heat, air conditioning, and the sound system that 
carries announcements and recorded music. 

But the most modern thing at Stanvac is the in- 
tegrated communications system. This features, first 
of all, the use of remote dictation-transcription equip- 
ment, installed by the Gray Manufacturing Company. 
From any one of 245 remote stations in the building, 
a person can pick up a telephonelike instrument and 
dictate a letter that is taken down on one of 24 Phon- 
Audograph recorders in a central transcription room 
(a master switchboard automatically selects a free re- 
corder for use). The material is then transcribed by 
a typist and returned to the dictator. 

Feature number two is the fully automatic high- 
speed pneumatic-tube system. Letters, files, or any 
object up to 7 pounds in weight can be sent anywhere 
in the building within seconds, by merely taking it to 
a nearby despatching station, placing it in a plastic 
container, and setting a dial to indicate destination. 

This high-speed communication — has 
enabled Stanvac to centralize its files in one large 


system of 


record center, under the direction of special clerks. 
This eliminates much tedious clerical work on the part 
of other employees and does away with duplicate or 
superfluous files. Files can be quickly sent anywhere 
in the building via pneumatic tube. 

This new system vitally affects the secretary. True, 
tvping is still an important part of her job, and ma- 
terial of a confidential or highly important nature is 
still dictated directly to her; but routine letters, memos, 
and reports can be handled by the transcription center 
and routine filing is taken over by the record center. 
Secretaries at Stanvac are highly skilled and have a 
vast knowledge of company business. They are given 
a chance—and the time—to develop and do things on 
their own. In reality, they are administrative assistants 
to the men they work for. 

Would-be secretaries start out in the transcription 
center, one of the pleasantest rooms in the building, 
with its gay colors, deep carpets, well-placed desks, 
electric typewriters, and AudoGraph secretarial ma- 
chines. Hours of transcription give the girls a chance 
to develop fast, accurate typing and a thorough knowl- 
edge of Stanvac terminology. Those who don't 
already know shorthand are encouraged to learn it, 
with Stanvac footing half the cost. Thus they will be 
prepared to move up to the secretarial level. 

How has the new system worked out? “Better than 
we had hoped,” reports one Stanvac executive. Nat- 
urally, it took a great deal of getting used to—on the 
part of typists, secretaries, and their bosses. But now 
that the initial adjustment has been made, enthusiasm 
has replaced the original doubts. 
really arrived at Standard-Vacuum. 
your office next. 


Automation has 
It may come to 





QUIET, PLEASE! 


(Continued from page 28) 





because you'll be doing a better job, enjoying it, and 
having fewer absences. 

Obtain literature for your boss with information 

on sound-absorbent materials for ceilings, walls, and 
floors. Rugs and draperies aren't the only devices 
available, and theyre not appropriate in all offices. 
For ceilings, there are hanging baffles and volume 
absorbers to trap sound. There are acoustical tiles 
and panels to deaden sounds and keep them from 
bouncing off walls. There are special materials for 
floor coverings. Noise-muffling equipment can be en- 
closed in booths or boxes, or shields of sound-absorb- 
ing material may be placed around it. 
SEARCH YOUR PHONE BOOK for the names of acous- 
tical-materials manufacturers or their representatives. 
They ll be glad to send literature. You might start by 
locating a Fiberglas Acoustical Contractor at a branch 
office near vou, or by writing to Owens-Corning Fiber- 
glas, Toledo, Ohio. Their literature concerning acous- 
tical problems will help your boss, and he may ask 
for a free individual analysis and cost estimate. If you 
want detailed information about the possibilities of 
sponge rubber, find a representative of B. F. Good- 
rich Company, or write to them at Shelton, Connec- 
ticut. 

If your boss decides to make a project of noise 
control, give him some ammunition to use when he 
goes to his boss or to the board of directors. He'll 
be better able to justify the necessary expenditure 
by demonstrating that many companies have already 
found their sound-conditioning is paying off. Remind 
him that L. F. Van Houten in American Business re- 
ported that “Before and After” studies made by the 
Aetna Insurance Company showed that noise reduc- 
tion brought general efficiency up 9.2 per cent, de- 
creased typing errors 29 per cent, decreased machine 
operators’ errors 52 per cent, and reduced employee 
turnover 47 per cent. Aetna concluded that lowering 
noise volume in the office effected an annual net sav- 
ing of $58 per employee. As Sam L. Hooper, past 
president of the National Noise Abatement Council, 
put it: “Noise is on every payroll.” So do a little 
detective work for your boss. He'll appreciate it if 
vou can offer him concrete suggestions for cutting his 
“noise overhead.” 


Ir’s NO LONGER FASHIONABLE to be a noisy secretary, 
clacking away at the typewriter, banging file drawers, 
ind answering the phone in a high-pitched voice that 
sounds like you’re under pressure. These days, smart 
secretaries accomplish a great deal without apparent 
effort, quietly and pleasantly. 

Above all, remember that any list concerned with 
sound-conditioning begins and ends with courtesy and 
consideration, because noise is any sound that makes 
omeone else uncomfortable. 


TODAY'S SECRI 


IT’S EFFICIENCY 
WITH THE 
MODERN LOOK! 
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Time-savers on the desk top...and with the 
modern look you want! Everybody approves 
when you select desk top equipment designed 
by the Bert M. Morris Co. They're matched in 
color, style, and utility! 

Include this modern desk top equipment in 
your office planning. Available from the Bert 
M. Morris Co. is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN EVERY OFFICE 
MORRIS SAFE-T-SET 


Beauty with efficiency—large ink supply can’t 
leak, won't spill, is easy to fill. 

MORRIS MEMO HOLDERS 

Holds standard memo paper. Available with 
ball point pen attached. 

MORRIS PHONE REST 

Frees both hands. Fits all phones—either 
shoulder. 

MORRIS TRAYS—LETTER & LEGAL 

Easy access with rear suspension. Stacks to any 
height. 

MORRISHARP ELECTRIC 

PENCIL SHARPENER 

Fast, self-starting. Cutting stops when desired 
point is obtained—choice of medium, fine, 
extra-fine. 

MORRIS ASH TRAY 

HE-MAN size... Perfect for sales meetings... 


removable glass liner... matches newest style 
in steel office furniture. 


BERT M. ORRIS CO 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenve 
In Canada: McFarlane Son & Hodgson, Ltd., 


Montreal, Quebec 
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with new AVERETT. 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 





Pm 


gooey sponge to wet and handle 4 


...no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 





easily, neatly and quickly. 
They're color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 


Available from your 
stationery or office 


for uniform 
typing—and j 
the last label i} 
won't slip in 
the typewriter 
because of the 
extended back- 
ing sheet! 


with guide lines { 


Completely 
revolutionizes 

office filing— 

See them... try them 
today! Write for your 
FREE samples of Avery 
file folder Labels— 


SA 


yt 3 Ly 
supply dealer—in “7 
sheets of 8 labels XK Sy ia 
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. . Then BUY 
them at your 
stationery dealer! 
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use...and color-coded, too! 









AVERY ADHESIVE LABEL CORP., Div. 152 
117 Liberty St., New York 6 ¢ 608 S. Dearborn St., 
Chicago 5 © 1616 S. California Ave., Monrovia. 
Calif. « tn Canada, 48 Haas Road, Toronto 15, Ontario « 
Cffices in Other Principal Cities. 


Please send me samples of Avery file folder Labels. 
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EVERY DAY IS “RENT” DAY 


(Continued from page 32) 
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NO WHITE ELEPHANTS 


(Continued from page 37) 





construction when you set out to implement your ward- 
robe, but the rule is still a good one—spurn the dress 
that looks like nothing on the hanger. 


6. While you're spurning, spurn the salesgirl who tells 
you that everything youve tried on looks dreamy on 
you. Maybe it does, but that sort of salesgirl has prob- 
ably sold her quota of white elephants for that day! 


7. Don't take your girl friend with you when you shop. 
In our salon, we're vehement about girl friends who 
like to attend fittings. We share a secret (as mere 
men) that unconsciously, your friend doesn't want 
you to look your very, very best! She doesn't know 
this; it's buried away in her unconscious, but we have 
some evidence to support our theory that the negative 
wish is there! Anyway, you know best. Havent you 
been making a study of yourself? 


8. Try to choose clothes that you can “do things to.” 
Our clients who develop a deep fondness for certain 
gowns weve made for them often bring them back to 
us for remodeling. One blue linen, now five years old, 
has had a new neckline, new sleeves, and an altered 
hemline in its five vears of life. Suits are hard to alter 

though the jacket may become a bolero—but dresses 
knitting little short 
sleeves for last years sheath dress. Or try cutting a 


can be changed endlessly. Try 
new neckline in a high-necked dress you've worn for 
a vear or two. Bear these possibilities in mind when 
youre making selections. With a little imagination, 
vou can add many extra seasons of wear to an outfit. 
And you'll be rewarded with a more extensive ward- 
robe, even though you may be working on a limited 
clothes budget. 


9. Always try to keep enough clothing in your ward- 
robe so that you can rotate outfits. Suits, dresses, skirts, 
blouses, and sweaters get tired, just as shoes do. They 


need rest and repairs often. 


10. This rule is the most fun of all—once in a while, 
buy a “morale” costume! Fashion isn't strictly business; 
it should also be fun! Occasionally, someone drops into 
our salon and says flatly: “I feel like something red!” 
This may well be the woman for whom we've just 
completed an autumn wardrobe in shades with which 
red doesn't belong! But we're ready and able to design 
and execute a red gown (in her case, probably an 
evening gown) because it’s what her morale needs. 
\We've learned that when a customer chooses a design 


in this mood, it’s one she'll love and wear a long time. 


We HOPE YOU'LL HAVE FUN wearing your “morale” 
dress, as well as the entire antiwhite-elephant ward- 
robe you've bought or created with full attention to the 
rules. If you know yourself and your own good taste, 
even that “morale” costume will fit right in! 


TODAY’S SECRI 
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UNBEATABLE COMBINATION! 





C oco-SUPER-KOTE CARBON PAPER 


with the 








; COD0 
CHROME 


treatment 


and 


we 


exclusive 


CARBON GRIPPER 


Nothing else equals this com- 
bination for superior impres- 
sions—and it is available only 
from Codo. 


See 


CODO MANUFACTURING CORPORATION . 

TRY CORAOPOLIS, PENNSYLVANIA 

THEM | Name , ; : 1 

Type name on! Address 

your letter- | City thine 

head for I 
| State 


free samples 4 
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What are you using as a cover 
on your CATALOGS, PRICE 
LISTS, PROPOSALS, ETC.? 


THERE IS A 


Simead PROPOSAL COVER 
for every presentation purpose! 


Auditors’ Reports Catalogs Sales Manuals 


Price Lists Proposals, etc. 


Embossed border with title panel or 
with acetate window. 

Choice of 6 colors in Smead's moisture 
resistant leatherette finish. 


see your local stationer ts. 


With 3 Smead's Built in 
double tang fasteners 
and metal binding holes. 








THE SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINN. - LOGAN, OHIO 
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NEAT 
ERASURES 


RUSH- 


-FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
\ 1068 S. Clinton St., Syracuse 4, N. Y. 
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housekeeper? 





4 or perhaps 
7 we should say 
= \ “file-keeper’... 
_—" 

For good business housekeeping is largely 
a matter of good File-keeping. 

Scatteration filing has no place here. The 
best practice is to use Accopress Binders 
and Accobind Folders to keep all your 
papers in order—safely filed, neatly filed, 
ready to find. Acco filed papers are bound 
papers—the on/y system that insures safety, 
saves time, space, and money. 

Ask your stationer to show you the ad- 
vantages of Acco-Binding—the easier, sure 
way to good business housekeeping. 


ACCO PRODUCTS 
A Division of Natser Corp. 
Ogdensburg, N. Y 
In Canada: Acco Canadian Co., Ltd., Toronto 








ITE-LINE copvuoipver 





@ SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 
LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


r—-MAIL COUPON TODAY-~—“ 
RITE-LINE CORP. 
| 4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 
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Earn a degree in 





Gao? 
University of Denver 
-.. for a business career 
-.-to teach business 


l-yr., 2-yr., and 4-yr. 
SECRETARIAL PROGRAMS 


Designed to prepare you for secretar- 
ial positions at administrative and 
executive levels. By completing the 
four-year program leading to the 
B.S.B.A. degree, you can also become 
certified to teach business subjects in 
high school and college. 


For catalogue and other information, 
write: 
DR. JOHN E. BINNION, 
Chairman 


Dept. of Business Education 
Room 1B3, Business Administration Bidg. 


UNIVERSITY OF DENVER 


DENVER 2, COLORADO 
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HOW TO BE THE 
NEW GIRL 


(Continued from page 24) 





Learn your employer's way of do- 
ing things. Before beginning your 
job, list a few items you will need 
to ask your boss when it’s conven- 
ient for him. Learn his wishes re- 
garding the manner of handling 
telephone calls and intercommuni- 
cation conversations. How about 
his incoming mail? Does he have a 
preference as to letter style? Is 
there a special folder for those 
pieces of correspondence especial- 
ly urgent or awaiting signature? 
Some executives leave such matters 
up to their secretaries. 


Dont be afraid to ask questions. 
Of course you won't want to bom- 
bard everyone with 
questions. But if you've studied a 
problem thoroughly and are still 
uncertain as to its resolution, it’s 
better to ask than to blunder along 
with a trial-and-error method. 


around you 


Don't try to rush friendships. Ut 
you are a good listener and wear a 
friendly smile, that will tell your 
fellow workers you are interested 
in them. Friendships are more suc- 
cessful ‘after you have learned more 
about one another's personalities. 
And those first few weeks will re- 
quire concentration on your duties. 
Lunch time is the only time in most 
offices when you may indulge in 
personal conversation to any ex- 
tent. Don't force your presence on 
a group going to lunch; but when 
invited, it’s a good idea to accept. 


Take your time about revising 
methods. Don't be in a hurry to 


change the system of conducting 
business in your new office. You 
may think you know a better filing 
system, but after you are more 
familiar with the office you may 
see why the present system was set 
up. If, a month later, you still con- 
sider some changes advisable, be 
diplomatic. Consult your boss and 
be tactful in your suggestions. A 
superior, know-it-all attitude is bad 
in any personal relationship. 

At best, starting a new job is 
often a lonely, nerve-racking ex- 
perience. It will be a comfort to 
you to know that when you are 
“that new girl” you are being re- 
ferred to with a tone of approval. 





- 
h 
a 


I] 


ig 
g 


HOW TO TREAT THE 
NEW GIRL 


(Continued from page 25) 





mail girl could have said with a 
friendly smile, “It's rough having 
to use a new kind of typewriter on 
your first day, isn't it? First days 
on jobs are always hard.” As for 
the cafeteria scene—there was a 
story behind Mr. Thompson’s deci- 
sion. He needed a girl who had 
not only good secretarial skills, but 
some journalism training as well— 
someone who could polish the 
phrases in his speeches, someone 
who could compose letters. He also 
dictated with unusual speed, and 
in screening all the eligible girls in 
his firm he had been unable to find 
one who met all his requirements. 
There is so often more than meets 
the eve in the assignment of jobs. 

Chapters could be written on the 
proper indoctrination for new work- 
ers, but they can be condensed 
into a few simple suggestions 


Introduce the new worker to her 
neighbors. Lengthy conversations 
that will keep other emplovees from 
their duties are not necessary. A 
few friendly comments will suffice. 


Dont be TOO helpful. In your 
attempt to show the new girl a few 
f “the ropes,” don't hover over her 
constantly. It’s difficult to analyze 
details when one is under continu- 
ous surveillance. 


Make her feel she is one of the 
group. Invite her to lunch with a 
few of the other workers. Make the 
invitation casual, however, so that 
if she wants to concentrate en- 
tirely on her job the first few days, 
she won't feel she must accept. 


Don't get too personal. Friend- 
ships can't be rushed. A conversa- 
tion is more satisfying when it is 
carried on in a natural, relaxed 
manner; this is easier to achieve 
when permitted to develop slowly. 

There is a saying that working 
isn't just making a living—it is 
living. Morale is an_ intangible 
ingredient of life and it seems to 
be contagious. Spending one-third 
of your day in conflict can mean 
unhappy hours for you and your 
fellow workers. 





EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed reputable employment 
Ss agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first 


















































CHICAGO NEW ORLEANS 
BIRCH 4 Furnishing . Planning Relocation? Contact 
Qualified Secretaries to the 
x High-Paying Chicago A-1 EMPLOYMENT SERVICE 
arket n n 
SECRETARIAL Employer Pay Fee Basis 1409 National Bank of Commerce Building 
PLACEMENT 59 E. Madison © Suite 1417 New Orleans 12, Louisiana 
\_ SPSRIAISTS CEntral 6-5670 e 13 Years Same Management CAnol 4241 
DENVER NEW YORK 
SECURITY EMPLOYMENT SERVICE Fifth Avenue Publishers 
The secretary's ‘‘Job Center!’’ Mrs. Smith was Madison Avenue “Ad Agencies 
a secretary herself before starting this employ- Radio City-Rockefeller Plaza Firms 
ment agency; therefore, understands your many 
problems. Confidential interviews. Write for CAREER OPPORTUNITIES 
information and contract data. THROUGH 
MRS. MARIE SMITH, Owne 
vara LORS ner sce | | MORAN AGENCY 545 Fifth Avenue NYC 
MIAMI SAN FRANCISCO 
APGAR AGENCY a “A Step in the Right Direction...” 
Main Office: 207 Langford Bidg., Miami of WESTERN EMPLOYER RVICE 
NW Branch: 3641 NW 17th Ave., Miami ‘ 
SW Branch: 220 Miracle Mile, Coral Gables fe EST i s SE 
‘‘Our Seventeenth Year of Dependable Service’’ A> for the best ™ office positions 
MIAMI REPRESENTATIVES vt San Francisco's Largest 
Russell Kelly Office Service Hi NO FEE AGENCY 
Temporary Office Work, Week, Month or more. t 995 Market St. DOuglas 2-5486 

















Want information about employment agencies in other cities? We'll be glad to furnish, 
on request, names of reputable agencies in cities not listed here. Send a stamped, 
self-addressed envelope with your request. 

TODAY’S SECRETARY 


330 W. 42 STREET, NEW YORK 36, N. Y. 








oming Next Month 


Today’ s Seeretary makes an appointment with tomor- 
row’s secretary, in Indianapolis. Our choice: a young business student 
on the verge of graduation. She’s still a “schoolgirl,” with classes, tests, and 
homework taking up much of her time. But she’s also aware that in a 
matter of months she'll be taking the first step toward becoming a career 


girl. 


We'll take a good look at her school life, her home life, her social 
life. We'll listen in as she talks of her hopes and dreams and her plans for 
achieving success in the business world. 


And, since appearance plays such an important part in 
any girl’s future, our fashion and grooming sections will be devoted to 
clothes and beauty hints to keep our heroine looking pretty during her 
transition from schoolgirl to career girl. 
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says Jon Gnagy 
Well-Known American Artist 


“They erase cleaner instantly 
and they are more dependable than 


any other erasers I’ve ever used.” 


FOR EACH SPECIFIC 

Writing °* Typing 

job, there‘s a Weldon Roberts 
LABOR-SAVER ERASER 


Drawing ° 








Correct Mistakes in Any Language 





WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N.J. 


World’s Foremost Eraser Specialists 








Weldon Roberts world-wide eraser leader- 
ship is the result of Four Generations of 
Quality Manufacture. 

Write for our 
booklet T-3, illustrating the entire Weldon 
Roberts line. 


newest SEE-IT-IN-COLOR 
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every copying machine 


has its favorite 


a 


PENCIL 


Some pencils reproduce marks 
on duplicating machine copy -- 
others don’t. Are you using the 
proper pencils for your dupli- 
cating equipment? 


Some pencils won't reproduce their 

marks! Others can do the job per- 

fectly -- but only on certain machines. 
DIXON TICONDEROGA 

and family have pencils for both 

reproducing and non-reproducing 

use on all processes. 





CHECK YOUR PROCESS ™ 
Diazo Facsimile # 
Photo copying Offset Printing 
Heat - copying Hektograph 





Pencil Sales Division 
167 Wayne St., Jersey City 3, N.J. 


Please send me free reference sheet, 
showing which pencils will work best on 
copy for my duplicating machine. 


Company 
Address 
City State 
By 
Title 
Brand Name of Duplicating Machine 
























































to a desk! 


small investment— BIG RETURN 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 
4 DECORATIVE COLORS 


green-blue-sandtone-gra)y 
e less time wasted 
e better efficiency 
e less than 14%c a day for one year 
with long life ahead 
Send for free comprehensive report on sharp- 
eners, Booklet Y. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 
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Keys to Etiquette for the Business Girl, 
by Marilyn French, is a guide to rules that 
apply to almost all office situations and 
protocol. Many of the little questions 
that everyone asks himself—but cannot 
readily answer—are discussed. For ex- 
ample: How should I act during the first 
day of my new job? How do I get to know 
my boss and the people with whom I 
work? What are good office manners? 

Courtesy in the business world is 
stressed and the “how” and “when” is 
pointed out. Keys to Etiquette for the 
Business Girl is published by Dartnell Cor- 
poration, 4660 Ravenswood Avenue, Chi- 
cago 40, Illinois. Booklet is 63 pages, 40 
cents. (Please send cash or check. Further 
price lists available for 6 to 1000 copies. ) 


How to Use a Tape Recorder .. . In 
your business .. . in your home, by Dick 
Hodgson and H. Jay Bullen, is an incentive 
to investigate the manifold possibilities of 
a relatively new and highly versatile me- 
dium. Covering everything from purely 
business and office uses to games that can 
be played at home parties, the chapters 
are written in nontechnical language. Un- 
der such headings as “Why a Tape Re- 
corder,” “General Business Uses,” “Em- 
ployee Training,” and “Nonbusiness Uses 
for the Tape Recorder” are helpful and 
stimulating suggestions and discussions. 
The book also contains sections devoted 
to selecting a tape recorder. Published 
by Hastings House, New York 22, New 


York. $4.95. 


Letter Perfect, trom the Dictaphone 
Corporation, is a little booklet that con- 
tains a host of suggestions on how to write 
impressive letters—letters that are perfect 
in grammar and punctuation and that 
have the right word in the right place. 
The new 72-page edition is information- 
packed, clearly indexed, and lightly illus- 
trated. For a copy of Letter Perfect, send 
50 cents to Dictaphone Corp., 420 Lex- 
ington Avenue, New York 17, New York. 


Here’s something to talk about—Speech 
Outlines for All Occasions. Edited by Max- 
well Droke and Dorothy Rayle, it gives 
practical suggestions for every kind of 
talk. The speeches aren’t written for you, 
but the book gives points to be developed 
and asks questions to be answered. There’s 
also help in starting a talk and bringing 
it to a successful conclusion. Covering 
every business, social, and civic occasion, 
the outlines allow you to express your per- 
sonality and relate your own experiences. 
Speech Outlines for All Occasions is pub- 
lished by Droke House, P.O. Box 611, 
Indianapolis 6, Indiana—318 pages, $3.85. 
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: THE CASE OF THE 


~  FOT DIARY by 


YOUR GIRL FRIDAY 


... and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here's what was 
IN that HOT diary: 


**My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘‘vision-engineered'’ products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary..." 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 
FREE Panama-Beaver's outstanding eraser that helps you ‘‘erase without a trace”’. 


= Mail Coupon Now! — . . =» 

















> f/f? ' (on your company letterhead) 1-2 1 
MANIFOLD SUPPLIES CO. 
« MAMA- &s View I 19 Rector Street, New York 6, N. Y. i 
| won see demonstrated th xclusiv lor 
a ond i / Brecodly Be ngs econndienee Rootes ent I 
| AC! ot the same time receive my FREE Panama-Beover I 
eraser. 
Coast to Coast Distribution U  nome } 
| Company __ a | 
MAniFoLp SuppP.ies Co. ; — - , 
ity — 
19 Rector St. New York 6, N. Y. J stote shone i 





MERIDIAN EVR-FLAT CARBONS ° EYE-SAVER UNIMASTERS * LUSTRA COLORFUL INKED RIBBONS 











TRY THIS 
GREGG-APPROVED 
ESTERBROOK PEN 





WITH THIS 
GREGG-APPROVED 
~p ESTERBROOK POINT 
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Gregg Shorthand was designed to be written 
with a pen. Using anything else can cut your 
speed as much as 10%. And ink-written notes 
stay clear and sharp indefinitely. They’re easier 
to read. Easier to transcribe. 


Today, switch to an Esterbrook Pen for your 
Gregg writing. See the difference it makes. 
Watch yourself pick up speed. Notice how 
much less tired your hand gets. And why not? 


THE RIGHT POINT FOR THE WAY ~ ‘= > = 
YOU WRITE GREGG SHORTHAND 


Teachers: Write for FREE Dictation Facts Booklet No. 6 
—‘‘Facts that everyone should know about Fountain Pens.”’ 


THE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 


MORE SPEED...FOR CLEARER NOTES 


This pen was made especially for Gregg 
Shorthand. And everything about it is Gregg- 
Approved for Shorthand. 


Get your Gregg-Approved Esterbrook Pen at 
the nearest pen counter. The price, complete 
with the special Gregg-Approved point (No. 
1555) is most modest ...scarcely more than 
a pair of party nylons. Extra points (to elimi- 
nate the annoyance of repair delays should you 
ever damage the original point) are only 60c. 


No. 1555 






SHORTHAND PEN 


MADE IN U.S.A., 
CANADA AND 
ENGLAND 


















































